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J-00-00 PURPOSE

The BBS Staff Manual System serves as an official medium for
providing instructions and information to BBS enployees on
adm ni strative managenment, financial nagement,  personnel
managenent and related activities. This “chapter ‘describes the

system and the standards and procedures applicable to its
operation.

1-00-10 ADMINISTRATION OF THE SYSTEM

A The O fice of Managenent and Acl\%ui sition (oMAC), O fice
of the Assistant Secretary for nagenent and Budget
(asMB), Ofice of the Secretary (0OS), oversees the
admnistration of the HHS Staff _Mnual stem through the
BBS Staff Mnual Coordinator. The HHS Staff Manual
Coordinator is responsible for establishing standards for
style and distribution of staff manual material,
nonitoring the use of these standards; coordinating the
printing and distribution of staff manual material; and
B‘raow ding technical assistance to elements of the

partnent on directives managenent.
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The O fice of Human Resource Programs (OBRP), Office of
t he Assistant Secretary for Personnel Administiation
(ASPER) , OS, coordinates the devel opment and preparation
of HHS Personnel Manual material issued by ASPER. |t
provides oversight on the distribution of these mterials
and the materials issued by the office of Personnel
Managenent . It also establishes policies for the

I ssuance of personnel nmaterials Dby other Departnent
conponents.

The Executive Secretariat, OS, provides OWAC with the
Secretary's policy managenent decisions for inclusion in
the BBS Staff Mnual System

CS Staff Divisions (STAFFDIVs) and Operating Divisions
(oPDIVs) wWith functional responsibility for subjects
covered by the HHS Staff Mnual System are responsible
for developing and updating directives on those subjects.

OMAC maintains mailing lists for BBS staff manuals,
prints and distributes staff manual nmaterial _devel oped by
OS and other conponents of the Department. OMAC also
distributes manual material issued by the GCeneral

Services Admnistration and Ofice of Personnel
Managenent .

Each OPDIV, STAFFDIV, and OS Regional Ofice oversees the
effective use of the HHS Staff nual System within its
anI (()jrgam zation. This oversight responsibility

I ncl udes:

1. Devel opnent and publication of supplenments, where
necessary. Al supplements nust conform to
Department policy.

2. Devel opnment and publication of new directives on
topi cs not covered or planned to be covered by the
Department, after consultation with the appropriate
STAFFDI V.

3. Designation of one or more directives distribution
coordinators (see Exhibit 1-00-F) to control the
distribution of staff manual material wthin the
conponent or office.
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J-00-20 HES8 STAFF MANUALS

The BBS Staff Mnual System provides instructions and
information to BBS ergplo ees through a series of nmanuals.
Exhibit 1-00-aA, HHS Staff Mnuals, lists the manuals of th
HHS Staff Manual System (except the personnel |Manualj,, and
provides the following information about each manual:

Sunmary and scope of its contents
Expl anation of how and when to use it
Responsible OPDIV or STAFFDIV

Each manual (with two exceptions) deals with a si ng} e
adm nistrative subject (e.g., accounting, travel). The
exceptions are the:

Organization Mapual which describes the organizational
structure of the Departnent, the functions performed b
each organization, and the program authorities assigne
to each organization.

Ceneral Adm ni stration Manual whi ch contai ns instructions

and information on subjects not covered by the other
manual s.  Using the organization Manual, the ASMB wi |l |
identify the responsible offices for those chapters wth
subject areas that are cross cutting.

Exhibit 1-00-B, Structure of HHS Staff Mnuals, outlines the
general structure recommended for manuals.

1-00-30 DESCRI PTI ON OF DI RECTI VES

A pypes of Directives. The directives used in the HHS
Staff Mnual System are:

1. Secretarial Directives-- Secretarial Directives are
described in Chapter 1-05 of this manual.

2. Chapter--the nedi um for issuing conti ;1;.1;' ng

I nstructions. (In the Personnel Mnual, chapters
are called instructions.)
3. Crcular--the nmedium for issuing temporary

instructions, including those requiring action of
a one-time nature.

4, Exhi bits--attachnents to other directives which

suppl enent instructions contained in those
directives.
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5. Transmittal--the covering document used to transmit
chapters and describe the material contained in

them.

B. m_ma.t_a.nd_mmsacmgm ‘Exhi bit 1-00-p, Qui del i nes
for Preparing and Processing Directives for the BBS Staff
Manual g\/stem illustrates Tthe formats and the numbering
systens of these directives. The %Hibmum

ati ‘ n an

Manual s use the num erln% systens of the Federal .
regul ations upon which they are based. The introduction

of these manuals explains ‘their nunbering systens.
1-00-40 DEVELOPMENT OF DI RECTI VES

A Resnonsibilitv for Devel opnent Each STAFFDIV or OPDIV
wth functional responsibility for subjects covered b%/,
the manual system is responsible for devel oping .ugda i ng
and cancelling directjves on those subjects. “This
responsibility includes meking certain that directives
are accurate, current and conplete; preparing directives
for publication; and conplying with the requirenents of
this chapter.

B. Preparation The responsible STAFFDIV or OPDIV shoul d
followthe guidelines of Exhibits 1-00-C, Cui delines for
Witing Directives for the HHs Staff Mnual System and
1-00-D, Gui delines for Preparing and Processing
Directives for the BBS Staff Mnual System

C. Review and ({earance . The responsible OPDIV or STAFFDIV
shoul d provi de other concerned opDIVs Or STAFFDIVs and
Regional COffices the opportunity to review and coment on
proposed directives betore publication in the manual
system  For exanple, any directive that contains a
Department policy or practice which may affect conditions
of ~ enmployment nust be coordinated with the Ofice of
Human Rel ations, AsPER, OS, prior to final formulation of
the directive.

D. Approval. The approving official nmust sign each
directive before it can be published in the manual
system The signature appears on transmttals for
chapters.  For Circulars, transmttals are not used; the
signature appears on the last page of the circular
itself. Wthin OS, the approving official is the head
of the responsible STAFFDIV or the official who has

functiQnal..._resnonsibilitvy for the subject matter.
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E. Eifective Date. The effective date of a directive is the
| ssue date unl ess ot hervvl se noted in the directive Or its
transmttal. The issue date aﬁpears in the heading of
each page of a directive, as shown in Exh|b|t 1- 00-D.

F ct on Previous Directives . Any directive issued in
the manual system states the official position of the
I ssuing organization as of the issue date. It supersedes
any previous directive (issued by the issuing
organi zation) which is in confliCt wth it.

G  supplements and New Directives ~OPDIVs, STAFFDIVs, and
OS Regional Ofices rra i ssue: 1(2 Su pl ements to
material in the mnual s ysten an new directives on
topics not covered or Ianned to be covered in the system
by the Departnent. DIVs may authorize their major
subordinate elenents to issue supplenents.

34=00-50 DISTRIBUTION OF DIRECTIVES
A Directives Distribution Coordinators

1. Designation. The chief admnistrative official of
each OPDIV and each Regional Office (OS offices
only) should designate "a directives distribution
coordinator (DDC).” Wthin OS, the nHs Staff Mnual
Coordinator serves as the DDC, with the STAFFDIV
dmnlstratlve of ficers or executive officers
general |y serving as liaisons to the OS DDC.  Each
agency W || provide the Has Staff Mnual Coordi nator
with the nane, address, and telephone nunber of each
such coordinator and the service area.

2. ﬁm? Served. bppes for each OPDIV serve the
eadquarters,  field and each Regi Q[[F]al (%fh)e of
their respective organizations. ordi nat or
in the Regional Ofice serves only the Cffice of the
Regional Director, Regional Admnistrative Support
Center, and the OS STAFFDIVs located in the Regional
Office. The HHs Staff Manual Coordinator conttols
the distribution for all headquarters offices of CS.
See Exhibit 1-00-F for a Directives Distribution
Coordinators |ist.
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3. ervices vided. FEach DDC provides these services
within t he service area:

a. Reviews requests for and orders, as needed,
copies of ‘manual and indivi dual directives from
oMac for enployees in the service area.

b. Requests OMAC to make changes to the mailing
list for each manual, as requested by officials
in the service area.

C. Updates periodically, or upon request from the
HHs Staff Minual Coordinator, the distribution
Ist for each manual.

B. Mailing lists

OMAC maintains a mailing list for each staff manual and
uses that list to distribute mterial for the mnual.
OVAC . conpi | es and updates the list from the information

received fromthe ppes.

Exhi bi.t 1-00-E, How to Order Manual s and I ndi vi dual
Directives, explains the process for inclusion on the
mailing list and how to order manuals and individual

directives.
3-00-60 rpouesT FOR CHANGE TO MANUALS

Any STAFFDIV or OPDIV that wishes to create a new nmanual,
discontinue a current manual, make substantive changes to an

existing manual or add a new part to the, g_gnglr_g_lf
Administration Manual,<boul d request approval of the change
from the Deputy Assistant Secretary for Minagenent and
Acquisition, asMB, OS, during the Tnitial planning stage. The
request shoul d expT ain the change and why it is essential.

2-00-70  REOUEST FOR wAIVER

Any STAFFDIV or OPDIV that wi shes to obtain a waiver of any
rovision of this chapter should make its request in witing
hrough its chief admnistrative official to the Deputyr
Assistant Secretary for Managenent and Acguisition. The
request nust state “specifically why the waiver is needed and
how it will assist the requesting office and the users of the
malnual.t OMAC will mintain a conplete file on each waiver
request.

6
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BEHS STAFF MANUALS

This Exhibit lists each manual of the mHs Staff Minual System
except the personney Mamal,"bi.cb is issued by the Center for
Human Resource strategic Planning and Pol | c%/, AsPer. |t also
describes the content, intended users, and the STAFFDIV or OPDIV
responsible for each manual. HHs enployees may obtain nore
information about each manual from the responsible office.

ACCOUNTINGMANDAL provides instructions on accounting and
financial reporting operations within the Departnment. It sets

forth principles, “standards, and other requirenents prescribed by
the Conptroller General, the Treasury Department, the Office of
Management and Budget, and other control agencies.

Intended users: system accountants, operating accountants, and
other personnel responsible for management and accounting of
funds and for the financial reporting activities.

Responsibleoffice: Ofice of Finance (oF), ASMB, OS

COMMUNI CATIONS STYLE GUIDELINES contains instructions on how to
prepare and process letters, nenoranda, and other forns of
correspondence.

Intended users: supervisors, stenographers, typists, and others
who prepare and process correspondence.

Responsible office: FExecutive Secretariat, Immediate Ofice of
the Secretary (0IS), O0S.

EMERCENCY PLANNI N ATIONS MANUAL contains policies,
procedures, and requirements governing the Departnent's energency
"managenment, planning, and operations. It is the sole source for
all permanent directives pertaining to crisis management nmatters,
including major disasters, national energencies, defense

nobi |'ization, and other major catastrophes in which the

Department nmay be involved.

Intended users: personnel within the Department responsible for
planning or carrying out emergency preparedness activities.

Responsible office: Deputy Assistant Secretary for Health
Operations, Ofice of the Assistant Secretary for Health (QASH),

PHS.
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FORMS MANAGEMENT MANUAL contains instructions for carrying out a
forms management program It states the program objectives,

assigns responsibility for meeting these objectives, and
prescribes basic policies, standards, and procedures for
establishing and naintaining such a program It provides
standards and procedures on basic requirements, |egal
limtations,, clearances, reproduction, use of forms, the
assignment of form nunbers, and coordination with other
Governnment  agenci es. (WIl eventually be incorporated into the

Informatien Resources Management Manual series.

Intended users: personnel engaged in the devel opment, clearance,
and control of forms and related procedures.

Responsible office: COffice of Information Resources Managenent
(OIRM), asSMB, OS.

g;m_f@g, ADM NI STRATI ON contains instructions and
Information on subjects Ich do not fall within the scope of the

other HHS staff manuals.

Intended users: all offices that have a need to know
admni strative procedures and policies.

Responsible office: Various STAFFDIVs and OPDIVs.

GRANTS ADM NI STRATI ON MANDAL sets forth Department-w de grants
adm nistration' policies and procedures which have not been
published in regulations. t contains instructions to granting
agencies for managing both discretionary and mandatory grant
programs, and deals with the establishment of both internal
operating procedures and external policies governing the terns
and conditions of grants and relations wth grantees.

|ntended users: all grants nmanagenent and program officials who
are involved in the award or admnistration of grants.

Resnonsible office: Ofice of Management and Acqui sition (OMAC),
ASMB, CS.
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EHS ALERT LIST is a quarterly listing of *high risk"

organi zations which have either had grants termnated or awarded
with special conditions. The List is distributed to all HHS
grants officers and nust be consulted before making new awards.

_tended users: personnel engaged in negotiating and awarding
discretionary grants and cooperative agreenents.

Responsible office: Ofice of Mnagenent and Acquisition (OVAQ),
ASMB, CS.

FOR EKEEPERS M2 contains i nformation and
Instructions for conpleting and maintaining tine, attendance and
| eave for certain enployees of the Departnent. Its coverage

includes providing narrative and graphic up-to-date information
on the use and preparation of the various kinds of time and
attendance reports; earning, crediting and charging |eave;
correcting leave and anending time and attendance reports; filing
and maintaining |eave accounts and attendance records; and _
assuring the time, leave and attendance records are available in
the event of an audit by the General Accounting O fice. _
(Instructions for PHs conmssioned officers are contained in a
separate manual .)

Intended users: tinekeepers, supervisors and others associated
wth tine, attendance and |eave accounts activities.

Responsible of fice: Ofice of Human Resources |Information
Managenent (OHRIM), ASPER, CS.

Eas_ACQUI S| T1 ON REGULATION (HHSAR) serves as the single
authoritative reference of the Department for uniform policies,
procedures, regulations, systems, and delegations of authority
applicable to the procurement of personal propert?/ and

nonpersonal services (including construction). ts format
differs from that of other manuals in the HHS Staff Mnual System
and is patterned after the format of the Federal Acguisition
Requlation, issued by the GCeneral Services Admnistration.

Intended users: personnel engaged in the procurement of property
and nonpersonal services.

Responsible office: Ofice of Mnagenent and Acquisition (OVAC),
ASMB, OS.
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éuggg_g%x;ofw_lRESClJRCESm GE i dentifies and
escribes the policies, procedures, and responsibilities of | RM
related activities admnistered by the Departnment. |RM
enconpasses both information itseltT and the resources, such as
personnel, equipment, funds, and technology used to create,

col lect, process, transmt, dissemnate, uSe, store, and dlspose
of information, Wen the IRM Manual is revised, it wll
incorporate information currently contained in the

%iﬁg—‘ph——'ﬁﬂ“ ement Nanual ande Mﬁgﬁlﬁiﬂé_ﬂmw
this takes place, these manuals W e discontinued.

fntendg(d Users: DHHS personnel engaged in |RM activities. =
niended users may include, but are not limted to, IRM officials
and enmpl oyees, end users, systems, conputer, and telecommuication
specialists and security forms and records officers.

Responsible O ffice: COffice of Information Resources Management
(OIRM), ASMB, OS.

m?mwm& serves as the single authoritative
reference of the Department for uniformpolicies, systems, =
regul ations, procedures, and delegations of authority pertaining
to the management of personal property, transportation, and notor
vehi cl es. ts format differs from that of other manuals in the
HHS Staff Minual System and is patterned after the format of the
Federal Prowertv Manaaenent Requlations, | ssued by the Ceneral
Services Admnistration.

| nt ended users: personal property managenent and property
accountable officers; —other personnel concerned with the
management of inventories of supplies, mterials, and equipnent
acquired for use within the Departnent and of government ‘property
in use at a contractor's facility.

Bg_s.pgn(%ﬁluf_Lm: O fice of Managenent and Aecquisition (OVAQ),
AsMB, (5.
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NATIONAL SECURI TY INFORMATION MANUAL Contains policy and
procedures for handling and safeguarding classified national
security information. Its coverage provides information and

instructions regarding access to national security information,
accountability, ~storage, and destruction of this sensitive .
information, "and security awareness while in contact with foreign
nationals or during foreign travel.

Intended users: personnel security representatives, |ogging
control officers, custodians of classified files, and all HHS

enpl oyees or contractors who have security clearances for access
to classified national security information.

Responsible of fice: COfice of Personnel Services, ASPER, (S

, describes the officially approved structural
and functional organizations of the Departnent.

Intended users: principal officers of the Departnent.

Responsible of fice: COfice of Mnagenent and Acquisition (OVAQ),
ASMB, GS.

PRINTING MANAGEMENT MANUAL contains policies, responsibilities,
and instructions for the guidance of personnel caoncerned with the
preparation, production, procurenent, and distribution of printed
and duplicated materials, and the acquisition of copying and

Pri nting equipment. (W1l eventually be incorporated into the

RM Manual series.)

Intended wusers: admnistrative officers, public information
officers, procurement officers, printing officers, and editors.

Ofice of Information Resources Mnagenent,
(OIRM), ASMB, Os.
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PUBLI C AFFAIRS MANAGEMENT MANUAL sets forth policies covering the
production and distribution of publications, audiovisuals, the
setting up of exhibits and the review of public affairs services
contracts.  The manual also defines responsibility for public
affairs planning, evaluation, financial accountability, ~staff

devel opnent and for inplementing the Freedom of Information and
Privacy Acts, and it sets forth the requirements related to the
operating of HHS clearinghouses and information centers.

Intended users: personnel engaged in the preparation and/or mass
dissemnation of information to either internal or external
audi ences or both.

Responsible office: Ofice of Assistant Secretary for Public
Affairs (ASPA), OsS.

EEQ}Q%MM contains policies, procedures, and
standards for the creation, use, maintenance, and disposition of
records as prescribed by the Federal Records Act of 1950, as
anended. It also contains the General Records Schedul es

promul ?ated by the National Archives and Records Service. These
schedul'es prescribe retention periods for the official records of
the Departnent. (WIl eventually be incorporated into the IRV
Manual Series.)

| nt ended users: records officers, files custodians, and others
concerned wth the management of records.

Responsiible ¢ffice: Ofice of Information Resources Mnagenent
(OIRM), ASMB, OS.

Y N sets forth the objectives, policies,
standards, procedures, and responsibilities for the devel opnment
and inplenmentation of a Departnent-wide safety and occupational
health program  The program neets the requirenents of 29 U S.C
668 (The COccupational Safety and Health Act of 1970); Executive
Order 12196; Title 29 CFR Part 1960 and 5 U S.C. 7902.

Intended users: managenent officials at all levels, safety and
occupational health nanagers, and other enployees and consultants
whose duties relate to safety and occupational health.

Responsible of fice: Ofice of Mnagement and Acquisition (OVAQ),
ASMB, CS.
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NAGEMENT MANUAL serves as the single

authoritative reference for policies, procedures, regulations,
and delegations of authority GPerta! ning to the managenent o

t el ecommuni cations services and facilities in the Departnent.
lts format differs from the regular format of the HHS Staff
Manual System and is based on the format of the Federal Property
Managenent Regul ations, issued by the GCeneral Services
Admnistration (See Title 41 Code of Federal Regulations
101). This manual is being revised and will eventually be
incorporated into the |IRM Mnual Series.

Chapt er

Intended users: telecommunication management officials and
designated officials assigned telecomunication managenment
responsibility as an adjunct to their primry responsibility.

Responsible of fice: Ofice of Information Resources Managenent
(ORV), asMB, OS

TRAVEL MANUAL covers such matters as travel orders; passenger
travel and expenses; per diem in lieu of subsistence;
transportation of dependents, household goods, and personal
effects; foreign travel; and simlar itenms relating to the travel
and transportation of government personnel. The manual contains
excerpts from laws and requlations which affect travel and
addresses such related subjects as advance of funds, attendance
at neetings, and disposal of travel records.

ntended users: personnel who provide travel service, approve
travel or related functions, or audit travel expenses.

Responsi bl e office: Ofice of Finance (OF), ASMB, CS.
VOUCHER EXAMINATION MANUAL covers policies and procedures for

performng the audit of vouchers related to the expenditure of
funds appropriated directly to the Departnent or expended by the
Department on behal f of other Federal agencies. |ts coverage
includes instructions on regulatory materials which govern
admnistrative audits, types of expenditures requiring audit,
collection and refunds, certification of payments by designated
officers, records of expenditures, post audit bg Cener al
Accounting Office, and preparation of related docunents.

|ntended users: personnel concerned with voucher audit of funds
expended by the Department and its conponent organizations.

Resnonsible office: Ofice of Finance (OF), ASMB, CS.
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STRUCTURE OF EMS STAFF MANUALS

The recomended structure for nost staff manuals is outlined
bel ow.

Introduction states the purpose of the manual.

plan of the Minual summarizes contents of the manual,
explains structure of the manual, and tells how nanual
material is developed, identified, maintained, and

di stribut ed.

Contents list title and nunber of each part and each
chapter of the manual.

ex tells where in the nmanual specific subjects or
topics are discussed. .

parts are the main subdivisions of the manual. Each part
except the first is limted to one subject or topic.  The
first part is a "general" part and treats several topics.

chapters and circulars are ‘the chi ef subdi vi si ons of
parts and the basic directives.of the HHS Staff Manual
system  Chapters contain material of a continuing
nature, while circulars contain material of a tenporary
nat ure.

Exhibits are attachnents to chapters and circulars.

] @ allows each office to keep a
record of all transmttals it has received for the
manual .

Transmttals provide a record of the material issued,
revised or cancelled inthe. manual .

If a staff manual varies from this structure, the plan of the
manual or part one of the manual should explain the variance.
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o o oW

10.

11.

12.

13.

GUI DELINES FOR WRITING DI RECTIVES (CHAPTERS)
FOR THE EHS STAFF MANUAL SYSTEM

Keep your audience in mnd. Wite specifically for it.

Keep your directive brief and concise. Use sinple words

Wth clear neanings.. Keep average nunber of words per
sentence under 20.

Use the active voice. Use gender neutral terns.
Use short, descriptive headings for subdivisions.
State purpose of your directive in the first section.

State authority for your directive in the first or second
section.

Were feasible, cross reference your directive to material
Wthin the sanme nanual, to other nmnuals of the Departnent
Staff Manual System and to directives outside the system

foine any unusual or conplex termthe first time you use
it

{ﬁentify abbreviations and acronyns the first tine you use
em

|dentify each form by its nunmber and title the first tine

yolu refer to it. Thereafter, identify it by its nunber
only.

| dentify each exhibit (by nanme and nunber) in the text of
its parent chapter or circular.

Use exanples or illustrations, where feasible, to inprove
under st andi ng.

Do not include lengthy |aws, executive orders, or other
regul ations as attachments to your directive If the(;ll\,n are
available to enployees from other sources. State where they
may be found.
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GUI DELINES FOR WRI TING DI RECTI VES (CHAPTERS)
FOR THE HHS STAFF MANUAL SYSTEM (con't)

14.  Review your directive from the user's point of view after
you have conpleted it. Do you think it tells the user
everything he/she need6 to know?

15.  Proofread final copy for errors and omssions before it goes
to the printer.
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GUIDELINES FOR PREPARING AND PROCESSING Dl RECTI VES ( CHAPTERS)
FOR THE HHS BTAFF MANUAL SYSTEM

1. . Use the formats shown in this exhibit for preparing
chapters, circulars, exhibits, and transmttals. I'n the
, Chapters are called instructions.)

2. NUMBERING. Use the nunbering systens described in the

ustrations of this exhibit to number the four types of

]

directives. In addition, whenever a directive receives
imted distribution within the issuing organization, add a
distribution prefix to its nunber. The standard prefixes
are: h-headquarters, r-regional office, f-field. Exanples of
their use are as follows:

0 chapter = HHS Chapter h:1-00; PHS Chapter hf:3-60;
SSA Chapter £:7-40

0 circular - HHS Circular r:4=-90.2; oHDs Circul ar
hr:6-130.1

0 exhibit - HHS Exhibit h:l1-00-A; OS Exhibit hr:4-70-B

0 transmttal = HHS Transmttal hr:90.01, PHS Transm ttal
rf£:90.01.

3. DRAPT COPIES. Prepare draft copies of each directive in the
formats shown In this exhibit. Type or sta the word
wDraft" and date of preparation in upper right corner of
first page only.

4. REVIEW. Send draft copy sinmultaneously to each review ng
office. Lndicate time limt of review on nmenorandum or

route slip.

5. FINAL coPY. Prepare final copy of each directive in formats
shown in this exhibit. Aways mintain a record of the
final document for your files.

6. CLEARANCE. Have each concurring official respond in witing
as a pernmanent record for your files.

1. TRANSMITTAL DOCUMENTS8. Use transmittals to transmt and
distribute chapters. Do not use transmttals with circulars
since the transmttal information and the reason for issuing
the circular appear on first page of circulars.
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GUIDELINES POR PREPARI NG AND PROCESS% NsGr DIRECTIVES (CHAPTERS)
FOR THE HHS BTAFF NMANUAL EM (con® t)

8.  BACK-UP FILES. If your office is in the Ofice of the
Secretary, keep the follow ng records on each directive your
office prepares:

a. Copy of final directive.
b. Drafts circulated for coments.
c. Comments received about circulated drafts:

d.  Any special document (e.g., briefing nenorandum to
approving official).

9. wa Send original and two dumy
copies tor printing and distrjbution to the dxms Staff Manual

Coordi nator, oMac. Also include a conpl et ed HHS=-26 TOrm
Request for Printing and Visual Servi ces
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FORVAT FOR MANUAL CHAPTERS - Fl RST PAGE

BBS Chapter 0-00 Page 1.
General Administration Manual
HHS Transmittal 00. 00 (Q 00/00)
Subj ect: PREPARING MANUAL CHAPTERS
0-00~-00 Purpose
10 Preparing the First Page
2 0 Preparing All Other Pages
30 Rumbering Manual Chapters
0-00-]10NG THE F | R S T PAGE

A Typo first page on plain, white, 8 1/2” x 11" paper;
foll ow format shown on this page.

B. Maintain left and right side margins of eme inch.

C. Begin typi ng heading six lines from top of page. Include:
«~ chapter number
-- title of manual
- transmittal number & issue date (nonth, day, year)

D. Type page number 0pposite chapter number.

E. Three lines below heading, type Subject: and chapter
title; typing the title in capital letters.

F. Three lines bel ow subject lime, typo number and title
of @ “Blhs: sectiomofchapter.

G. Three lines bel ow section |isting, begin typing chapter
text. Follow these rul es when typing text:

1.  Use bl ock paragraphs. Double space between all
secti ons amd subdi vi si ons.

2. Begin each section at the last margim; 811 ot her
subdi vi si ons, as shown ia Sectiemn O 00- 30).

3. Always underline number Of e 8ch sectiom. Typo
each section title in capital letters.

4. Epndtext six typing lines from bottom of page.

(Actual size = 8 1/2" x 11")
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FORVAT FOR MANUAL CHAPTERS = ALL OTHER PAGES

BES Chapter 0-00 Page 2
General Administration Manual

HHS Transmittal 00. 00 (Q 00/ 00)

PREBARING ALL OTHER PAGES

A Type all other pages om plain, white, 8 1/2%x 11’
paper; foll ow format shown on this page.

B. Maintain |eft amd ri ght side margins of one-inch.
C. Begin typing herding six lines fro8 top of page. Include:
chapter Nunber
-- title Of manual
-- transmittal pumber & issue date (NnDNth, day, year)
D. Type page nunber opposite chapter number.
t. Three | i nes bel ow heading, continue typi Nng chapter
text. Follow rules for typing text as stated on
page 1, (Subsection O 00-100).
0-00-30 NUMBERING MANUAL CHAPTERS

A. Use this nunbering system for811 manuals except as
noted bel ow

0-00 (chapters)
0-00-00 (sections)
A (subsections)
1. (paragraphs)
(8) (itens)

(1) (subitems)
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FORMAT FOR MANUAL CHAPTERS = ALL OTHER PAGES (con't)

BBS Chapter 0-00 Page 2
General Adainistration Manual
HHS Transmittal 00. 00 (0/00/00)

Note: The Materiel Management, HES Acquisition Regulations,
and the Telecommunications Management Manuals use different
nunbering systems. See Introductionsof these nmanual s.

B. Number chapters Of UCh part consecutively in
multiples Of five O ten (e.g., O 05, O 10,
O 15, ete.;or, 0=00, O 10, 0-30, ete.).
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FORVAT FOR MANUAL CIRCULARS = FIRST PAGE

6

HBS Circular 0-00 .0 Page 1
General Adainistration Nanual
Issus date: 00/00/00

Subject: PREPARING MANUAL CIRCULARS
A. Typo circulars on plain, white, 8§ 1/2" x 11" paper.

B. Use format shown here. Use other formats for the text
only if they batter serve yOUr purposs.

C. Maintain |eft and right sidS margins of one inch.

D. Begin typing heading si x lines from top of pages.
Include:

== circular naumber
-- title of manual
issue date (month, day, year)

Circular number contains jinitials of issuing
organization (i.e., HES, PHS, SSA, NIE, etc.); the
number of the relevant chapter; s distribution prefix
if pecessary (sss Section 2, Page ] or this appendix);
and 8 sequantial number assigned by the directives
control person in the issuing organiszationm.

E. Type page number opposi k eircular number on all pages.

F. Three lines below heading, type Subject: and tit18
of eircular; typing th8 titl8 in capital letters.

G. Three lines beslow subject line, begin typing circular
text; using Dl OCK paragraphs. Double space, Or on8
and 8 half space between S/ | subdivisions.
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Adm ni stration Mnual
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Page 7/

FPORMAT FOR MANUAL CIRCULARS ~ F| RST PAGE (comn't)

HHS Circular O 00.0 )
General Administration Manual
Issue date: 00/00/00

Pirst page omly, end text 12 typing lines from bottom
of page.

Type a solid, 1 and 1/2 inch line, nime typing liars
from bottomof page. immediately below the | i ne, type
distribution, filing, andcancellation information.

If the circul ar supsrsedes another circular, include
information below cancellation date. Your
organisation's directives control parson \il| assist
you with the conpletion of this information.

D stribution:

Piling Instructions:
Cancellation Date:
Material Superseded:

Page 1
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'FORMAT FOR MANUAL Cl RCULARS = ALL OTHER PAGES

HHS Circular O 00.0 Page 2
General Adainistration Manual
Issue date: (00/00/00)

J. On 811 other pages, type herding begi nning at | eft
margin, gix |ines from top of PAGE. [ ncl ude:
circular number
-- title of manual
- issue date (nonth, day, year)
Always [ YDE heading ON left side or page.
K. Type page nunber opposite circular nunber.

L. Three lines below heading, conti nue typing text.

M. Stop typing text about six typing lines froa bottoa
of page. Provide enough space ON last page for
signature Of approving official.

N. Six lines bel ow last line of text beginning at
center ON last page Of circular, type pame and
title O approving official.

(name and titl e of approving official)

'
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FORMAT FOR MANUAL EXHIBITS

9

BBS Exhibit 0- 00- A Page 1
General Administration Manual
BBS Transmittal 00. 00 (00/00/00)

PREPARI NG MANUAL EXHIBITS

Manual exhibitS have N0 definite fOrnat. The material
they contain iS t0 be displayed 80 that it fulfills the
needs Of the users. Hence, the preparing office nust
decide the format it Wi || wuse. Eowsver, observe the
fol | ow Ny guidelines when preparing exhibitsl

A.  Prepareexhibits on plain, white, @ 1/2" x 11" paper.
B. Maintainleft and right ai de margins Of ome i nch.

C. wumber exhibit by addinga capital letter t O chapter
or circular number. The first exhibit t O Chapter 4-70
woul d be numbered Bxhibit 4-70-A; the second,

Exhibit 4-70-B; and& 80 00. The first exhibit to
Circular (L-70.1 would be numbered Exhibit4-70.1-b.

D. Identify e Ch page of the exhibit with exhibit number,
title of manual, transmittal number (calendar year and
sequential nusber--use Only with chapters), and issue
date (month, day, year). Put this information in -same
| ocation on uch page.

B. Number uch page.

r. ldentify each exhibit (by name and nunber) in the tract
of its parent chapter Or circular.

6. Consult with the HES Staff Manual Coordinator | f you
wish to use oversize originals t0 prepare exhibits.
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EXAMPLE OF TRANSMITTAL FORMAT

HES TRANSMITTAL 00.00 Page 1
General Administration Manual
Issue date: 0/00/00

Material 4 itted

Chapter | - 20, Use of Department and Operating

Division Seals (pages 1-3).
Chapter 1=-40, Conference Management (pages 1 and 2).
Chapter 8-69, Standard Administrative Code (pages |- 11).

Material superseded

Chapter | - 20 (pages 1-4: 68.17, 76. 1 ana 74. 10).
Chapter 8-69 (pages |-15: 76.11).
Circular | -20.2 (pages 1-95).

Background

Chapter | - 20 updates organization nomenclature previocusly
included in Circular 1-20.2; deletes reference {0 HEW '
Forms 366 and 348A since they are cbsolete; and transaits
recent delegations by the Secretary amd the Assi stant
Secretary for Management © J Budget (ASMB) { O certify

true copies Of documents.

Chapter | - 40, & new chapter, reflects t he recent decision
OX the asus 400 O xcludo. "rdrtsory committess,* 88 defined
by the Pederal Advisory Committee Act, fromthe
requirements Of thi S chapter.

Chapter 8- 69 incorporates codes f O new or redesignated
organizations and makes geveral minor editorial changss.
The principal code conventions remain unchanged.
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EXAMPLE OF TRANSMITTAL FORMAT (con't)

HES TRANSKITTAL 00. 00 Page 1
General Adainistration Nanual
Issus date: 0/00/00

Filing jpstructions

Remove superseded material; replace it W th t he new material.
Change Table Of Contents i N the General Administrationm
Manual t0 reflect the changes { O chapter titles. Post
receipt of thi S transmittal t 0 the EBS Chock Li st of
Transmittals mad f£ile this transmittal in sequential oxder
after the chock list.

James R Murphy, Director
Office Of Management Directives

-~

Distribution: MS:HRFC~124
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~ o N

INSTRUCTIONS FOR PREPARI NG TRANSMITTALS

Use format shown in exanple on page 10.

Type transmttal on plain, white, 8 172" x 11" paper.
Mintain a left and right side margins of one inch.

Type heading, beginning six lines from top of page.

I)rII(F:)I ude tragsmtt%l nurgber, title of rranugl, arﬁ)dgissue
date. Use sanme heading on each page.

Type page nunber opposite transmttal nunber.

Three iines below heading, begin typi ng the four sections
of text material described heée FSI ng | ock paragraphs.
Underline section headings; double Space between” sections.

Material transmtted

|dentify each chapter and exhibit to be transmtted.
Include” nunber, title and page nunbers of each.

Materia) suverseded Or cancelled

|dentify each chapter, circular, exhibjt, etc., to be

superseded or cancelled. Include nunmber, page nunbers,
and transmttal nunber(s) of each.
Backaround

Explain the reasons for issuing the transmtted material.
Be specific.

Filing i nstructions

Tel | each user what to do with the transmtted material,

the superseded and/or the cancelled mterial upon receipt
of the transmttal.

On the last page of the transmttal, beginning six lines
{oe{low the last line of text and centered, typé the nane and
|

itle of approving official.
On first page only, type "Distributjon:" at left mgrgin six'
l'ines frorrl? bgottom }é)f p)é%e._ Your directives al strrﬂ) I on
coordinator will add the information on distribution.
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HOW TO ORDER MANUALS AND INDIVIDUAL DIRECTIVES

A Qrdering Manuals and Individual Directives

1. Using the HHs-68 form Request for Staff Manual Materials
and Miling List Changes, order staff manuals and copies of

individual directives from your Directives Distribution
Coordinator.  See Exhibit 1-00-F for a listing of

coor di nat ors.

2. Conplete the requested information: affix your signature.
as requestor. Obtain the approval and signature of your office
head and admnistrative officer; and, send the formto your

Directives Distribution Coordinator.

3. Wth conpletion and submssion of the HHs-68 form through
your Directives Distribution Coordinator, your nane and  address
Wil be added to the mailing list to recei've updates.

B. l[ .10 Io ! :l

Report each change in your mailing address to your Directives
Distribution Coordinator tg ensure continued receipt of
updates. Use the Hrs-e8 formto do this.






HHS Exhibit 1-00-F
CGeneral Administration Manual

KBS Transmittal 91. 02 (07/31/91)

Page 1

DIRECTIVES DI STRIBUTION COORDINATORS

ACF

Management  Services Branch
4th Floor West/Aerospace BIldg.
370 L*Enfant Pronenade, S. W
Washi ngton, DC 20201

Attention: Vanita Reynol ds
Tel ephone: 202-401- 5586

FTS 441- 5586
HCFA

Production and Distribution Branch,
Division Comunications Services

Room 555, East High Rise Bldg.

6325 Security Boul evard

Bal timore, NMD 21207

Attention: Priscilla Thomas
Tel ephone: 301- 966- 7853

FTS 646- 7853
PHS

Printing and Reproduction
Management Branch, PHS
Parklawn Services Center
Room 3B26 Parklawn Bl dg.
5600 Fishers Lane
Rockville, NMD 20857
Attention:  Ceorge Allen
Tel ephone: 301-443-6740

Ach

Admnistrative Oficer, AoA
Room 4652, WIbur gJ. Cohen Bldg
300 |ndependence Avenue, S.W
Washi ngt on, DC 20447
Attention: James Duffy
Tel ephone: 202-619- 0641

FTS 269-0641

o8

HHS Staff Manual Coordinator
Room 4724 W bur J. Cohen Bl dg.
330 Independence Avenue, S.W
Washi ngton, DC 20201

Attention: Ceerie Jones
Tel ephone: 202-619- 0511
FTS 269- 0511

f-1:1.)

Design and Devel opnent Branch
Division Publications Mnagenent

Room 1-B-19, Operations Bldg.
6401 Security Boul evard
Bal tinore, MD 21235 _
Attention: Maureen  Kubol ci f
Tel ephone: 301-965- 4128

FTS 625- 4128

N
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Page 3

08_Reqgional (ffice8 (continued)
Region VII Reei on VIII
Division Adninistrative Services, Di vision Adninistrative Services,
RASC, HHS RASC, HHS

601 E. 12th Street, Room 206
Kansas Gty, MO 64106
Attention: Maud Thomas

Tel ephone: FTS 867-3536

Region IX

Division Admnistrative Services
RASC, HHS

Service Systems Squort Branch

50 United Nations Plaza, Room 8

San Francisco, CA 94102

Attention: Barbara Chase

Tel ephone: FTS 556-7134

Federal Ofice Bldg., Room 1185
1961 Stout Street

Denver, CO 80294

Attention: R chard C. Mohn

Tel ephone: FTS 564- 5568

Region X

Dvision Admnistrative Services
RASC, HHS

2201 Sixth Avenue, M/ RX07
Seattle, WA 98121

Attention: Paul a Nel son

Tel ephone: FTS 399-4306
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DIRECTIVES DISTRIBUTION COORDINATORS

08 REG ONAL OFFI CES

Region |

Division Admnistrative Services,
RASC, HHS

JFK Federal Bldg., Room 2411
Boston, MA 02203

Attention: Lorrain Lon

Tel ephone: FTS 835-150

Region |||

vision Administrative Services,
®aSC, HHS
Room 11020, Ml Stop 03
3535 Market Street
Phi | adel phia, PA 19101
Attention: Robert Heath
Tel ephone: FTS 596-6460

Region Vv

Division Admnistrative Services,
RASC, HHS

105 W Adans Street, 22nd Fl oor
Chicago, |L 60603

Attentlon: Roosevelt  Anderson

Tel ephone: FTS 353-6789

Dvision Admnistrative Services,
RASC, HHS

26 Federal Plaza, Room 41-122

New York, NY 10278

Attention: Cathy Sullivan

Tel ephone: FTS 264- 5756

Region IV
D vi si on Adminstrative Servi ces
RASC, HHS

101 Marietta Tower

Atl anta, G&A 30323
Attention: John Jordan
Tel ephone: FTS 841-2471

Region VI
Division Admnistrative Services,
RASC, HHS

1200 Main Tower Bldg., Room 1290
Dal | as, TX 75202

Attention: Sonja GOsborne

Tel ephone: FTS 729-3221
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Sub jeet: Secretarial Directives

1-05-00 Purpose

10 Scope ]
20 Requirement to Receive
30 Format

40 Numbering

50 Initiation

60 Executive Review

70 Distribution

80 Inclusion Into HHS Staff Manual System
90 References

100 Maintenance

110 Mailing List Changes

120 Copies of Active Directives

I-05-00 PURPOSE

Secretarial Directives define current administrative _ .
policies of the Secretary and the Under Secretary. This
chapter describes. the scope of the directives, i1llustrates
their format, explains how they originate, and prescribes
their distribution and their inclusion intg the HHS Staff
Manual System. (See Chapter 1-00, General Administration
Manual, for information on the system.)

1-05-10 SCOPE

The Secretary and the Under Secretary use Secretarial
Directives to issue policies and instructions on
administrative matters that are Departmentwide in scope
and permanent in nature (e.g., they are likely to remain
in effect for six months or more).

I-05-20 REQUIREMENT TO RECEIVE

The head of each HHS organization through division level
(e.g., component, office, bureau, institute, division) is
required to receive and maintain Secretarial Directives.

1-05-30 FORMAT

Exhibit 1-05-A illustrates the format of Secretarial
Directives. '

I-05-40 NUMBERING

Secretarial Directives are serially numbered by calendar
year, such as 80-01, 80-02, §0-03, etc. The OS Executive
Secretariat numbers the directives.
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| - 05-50 | NI TI ATI ON

Whenever an HHS component or office prepares a decision
package for the Secretary which is |likely to result in a
Secretarial Directive, it should prepare the directive in
the prescribed format and include it in the decision
package. If the conponent or office questions whether or
not it should include such a directive, it should consult
wth the OS Executive Secretariat.

| - 05- 60 EXECUTI VE REVI EW

The OS Executive Secretariat coordinates the review of
each directive wth concerned officials, and recomends a
courseof action on the directive to the Secretary or the
Under Secretary.

| - 05-70 DI STRI BUTI ON

A. After the Secretary or'the Under Secretary approves
the directive, the OS Executive Secretariat makes the

initial distribution to the addressees listed on the
directive and delivers a copy to the Ofice of
Managenent Analysis and Systenms, ASMB.

B. The Ofice of Mmnagement Analysis and Systems, ASMB,
_coordinates the distribution of each directive to
i[he |heads of alHHS organi zations through division

evel .

C. Each PCC and CS office may make any further
distribution (e.g., deputy heads of organization
through division level, branch chiefs, section chiefs,
etc.) that it deenms essential.

| -05-80 I NCLUSI ON | NTO HHS STAFF: MANUAL SYSTEM

The substance of each Secretarial Directive is to be
included into HHS Staff Mnual System not later than three
months after its approval. The Assistant Secretary for

Managenent and Budget determnes the appropriate staff
manual in which to issue the directive and nonitors the

inclusion of the directive into the appropriate manual
| -05-90 REFERENCES

The O fice of Minagenent Analysis and Systems, ASM,
prepares and distributes to each HHS nmanager who is
required to receiveand maintain Secretarial Directives
the followng references.each January and July:
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0 Sub ject Index

0 Listing of Active Directives--which identifies
each active directive and the staff manual into
which it has been or will be incorporated

[-05-100  MAINTENANCE

Each HHS manager who is required to receive and maintain
Secretarial Directives should maintain them and the
references in a binder as follows:

0 Listing of  Active Directives

0 Subject Index
0 Active Directives (in sequential order)
I-05-110 MAILING LIST CHANGES

Each HHS manager through division level is responsible for
reporting to his/her Directives Distribution Coordinator

any change to his/her mailing address so that he/she can

continue to receive Secretarial Directives. (See Exhibit
1-00-G, General Administration Manual, for listing of

coordinators. )
I-OS-120 COPIES OF ACTIVE DIRECTIVES

HHS managers may obtain copies of active directives from
the Printed Media Unit, OS Office of Management Services,
Room G-322, Switzer Building, 3rd and C Streets, SW,

Washington, D. C.  20201.
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THE SECHETARY OF HEALTH AND HUMAN SERVI CES

SECRETARIAL DIRECTIVE 80-01 DATE:

FOR:

SUBJECT:
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\
Page 2 = Secretariaf\Directive 80-01

Page 2

(Name O

Secretary)
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parr 1 . Cener al
CHAPTER 1-20
USE OF DEPARTMENT AND PRINCI PAL OPERATING COVPONENT SEALS

| -20- 00 Purpose and Scope
10 General Policy
20 Departnent Seal
30 Public Health Service Seal
40 Retired Seal s

| -20- 00 PURPCSE AND SCOPE

This chapter provides policies and procedures concerning the use

the Department and Public Health Service seals. It does not apply to

the use of flags and unifornms on which replicas of the seals have
already been affixed.

1-20-10 GENERAL  PQLI CY

A. The Department and Public Health Service seals shall be used only
as provided in this chapter, wunless an exception has been granted
by the Assistant Secretary for Mnagenent and Budget. Request s
for such exceptions must show that the intended wuse of the seals
is in the best interests of the Department.

B. No other principal operating conponent seal shall be adopted, and
the useof existing seals shall pe limted as indicated in this
Chapter.

| - 20- 20 DEPARTMENT SEAL

A. Legal Authority. The Secretary, Departnment of Health, Education,
and Welfare is authorized to adopt an official seal by 42 US.C
3505. The Department seal was approved by the President by
Executive Order 10510 of December 17, 1953. The following is
the Depart nent Seal :

HEW TN-79.1 (1/31/79) Supersedes Chapter 1-20 (TN-68.17, 69.17, 70.16,

73.3, 74.1, & 74.10)
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B. Description cf Seal. E.O 10510 cescribes the Departnment Seal in
heraldic ternms asfoll ows:

SH ELD:  Argent an open book wth sanguine binding charged
overall wth a staff of Aescalapius paleways wthin an
annulet of chain all proper.

CREST: On a weath argent and sanguine an Anerican bald
eagle displayed and wings partially inverted proper.

Below the chkicld a white scroll inscribed with the notto
"SPES ANCHORA VITAE" in black letters, all on a circular
sangui ne background within a white band, inner edge white,
outer edge sanguine, and inscribed "DEPARTMENT OF HEALTH,
EDUCATION, AND WELFARE U S. A"

c. Custody of the Seal. One official seal of the Departnent,
including the die and the press, shall remain in the custody
of the Director, Ofice of Mnagement Services, Ofice of the
Secretary. Duplicate seals, including dies and presses, shall
remain in the custody of those officials designated in Exhibit
X1-20-2 and their del egatees. Department seal presses shall
be |ocked when not in use.

n. Uge cf the Seal

1. The Departnent seal maybeused to certify that a document
is a true copy of a docunent on file in the Department and
it my also be used on agreements, awards, citations,
dipiomas, and simlar docunments.

2. \Wen an authorized official certifies a docunent to be a
true copy of a docunent on file in the Department, he or
she shall do so by causing the inpression of theDepart-
ment seal to be affixed to a "certification" form which
shall be the top cover sheet of the copy being certified.
Form HEW-347 {sec Exhibit X1-20-1) has been designated for
this purpose.

3. Docunents shall be appropriately signed before being
presented for inpression.

4. Each authorized official and his or her delegatees shall
furnish to the supervisor of the activity having custody
of their seal, a specimen of their signature.

E. Use of Facsiniles of the Departnment Seal. A facsinmle of the

Department Seal nmy be used: (1) to enbellish publications
or other informational nedia, (2) to enbellish adnmnistrative

TN-79.1 (1/31/79)
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media, forms, and stationery, or (3) otherwise as an

enbel | i shnent . On publications and other public information
mterials, the Ofice of Assistant Secretary for Public Affairs
shal | determne whether proposed use of seals is proper.

| -20-30 PUBLIC HEALTH SERVI CE SEAL

A, Authority. The Public Health Service Seal was adopted
admnistratively prior to the Department Seal. Limted use of
this seal is still authorized in accordance wth established
custom  New uses of this seal are not authorized in the
interest of e'stablishing the Department Seal as the official
insignia of the Departnent and its principal operating
conponents. The following is the Public Health Service Seal

B. Use of the Official Seal. The Public Health Service Seal may
be inpressed on certificates of sanitation, foreign quarantine
i muni zation certificates, and certificates designed exclusively
for the Comm ssioned Corps, provided they also bear the name of
the Department

C. Use of Facsimles of the Public Health Service Seal. Facsiniles
of the Public Health Service Seal may be used on agency-leve
awards certificates and on certificates, recruitment |literature
and exhibits developed for the Conm ssioned Corps. It my
al so be used on foreign quarantine inmmunization certificates
and national health survey programforms which are given to
the public, provided all of these bear the name of the Depart-
ment. Facsimles of the Public Health Service Seal shall not
be used on stationery or forns other than those specified.

| -20-40 RETIRED SEALS

The seals of the Office of Education and the Social Security
Adnmini stration have been retired and their use is no |onger
aut hori zed.

TN-79.1 (1/31/79)

-






UNITED STATES oF AMERICA

DEPARTMENT -OF HEATH, EDUCATION, AND WELFARE

CERTIFICATION OF TRUE COPY

Pursuant to the provisions of 42 U.S.C. 3505 and
the authority vested in me by delegation from the Secretary
{ FR ), | hereby certify that the annexed are true
copies of the documents on file in the Department of

Health, Education, and Welfare.

IN WITNESS WHEREOF, | have hereunto set my
hand and caused the seal of the Department of Health,
E&cation, and Welfare to be affixed.

on this day of

19

FORM HEW-347
(REV. §/70)

TN-79. 1 (1/31779)
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Adrinistration

THORITY TO CERTI FY COPI ES Exhi bit X1-20-2

43 FR 58870-71, 12/18/78
Office Of the Secretary

ASSISTANT SECRETARY FOR MAMNAGEMENY
AND BUDGEY

Delegation of Authority To Certify True Coples
ond Affix the Department Sod

By the authority vested in me as
Secretary, | hereby delegate to the As-
sistant Secretar%/ for Management and
Budget the authority to: Certify true
copies of any books, records. papers, or
other documents on file within the
Department; or extracts from such;
certify that copies are true copies of
the entire file of the Department; cer-
tify the complete, ori?inal record; cer-
tify the nonexisence of records on file
within the Department; and cause the
seal of the Department tg be affixed
‘to such certifications.

| also delegate to the Assistant Sec-
retary for Management and Budget
authority to cause the seal of the De-
partment to be affixed to agreements,
awards, citations, diplomas and similar
documents.

This delegation sugersedes the previ-

ous delegation of this authority ap-
roved bé/ the Secretar%/ on October
p 4

2. 1969 and published at 34 ¥R 17346.
October 25, 1969. Redelegatiow under
the previous authority shall remain in
%ffect until superseded by new delega-
ions.

This ‘delegation is effective immedi-
ately and may be redelegated.

Dated: November 2.1978.

JOSEPH A. CaLriFawo, Jr,
Secretary.
{FR Doc. 78-35076 Wed 12-15-78; 8:45 am]

44 FR 1473, 1/5/79

REDELEGATION. OF AUTHORITYTO CERTIFY
IRME COPIES
Nore.—This document is r&publtshed with

corrections, {rom the Issue of ‘Monday, De-
cember.18, 1978, page-58871.

Under the authority vested in me by
the Secretary:

1. | hereby redelegate to the follow-
ing the.authority to certify true copies
of any books. records. Papers, or other
documents on file within the Depart-
ment, or extracts from sueh, to certity
that true copies are true copies of the
entire file of the Department, to certi-
fy the complete original record or te
certify the nonexistence of records on
file within the Department, and to
cause the Seal of the Department to
be affixed to such certifications.

These same officials are authorized
to -- the Seal” {0 be Affixed to
agresments, avar ds citations, diplo-
mas, and similar documents.

44 FR 1473, 1/5/79

To whom delegated Area of authority
General Counsel.............. Department
Director, Office of Office of the Secretary
Management Services,
Oftioe of the Secretary.
Administrator, Heaith Health Care Financig
Care Pimancing Administration

Administration.
Assistant Secretary for  Education Division

Education.
Commissioner of Social  Social Security
Security. Administration

Assistant Secretary for  Office of Human
Human Development Deveiopment Services

Assistant Secretary {of  Public-Health Servioe

Hesith.
Director, Office of Child Office of Child Support
Support Enforcement. Enforcement

This authority may be redelegated.

2. 1 also redelegate to the Civil
Rights Hearing Clerk. Office of the
Assistant Secretary or Personnel Ad-
ministration. the authority as official
custodian of the files in all matters
pertaining to compliance proceedings
under Title VI of the Civil Rights Act
and as such custodian the authority to
eertify true copies of any books, rec-
ords, papers. or other documents of
the Department pertaining to such
matters and to certify extracts from
any such books, r=cords, papers, or
other documents on {fle within the
Department as true extracts and_ to
certify that true copies are true copies
of the entire file of the Department in
any such matters, and to cause the
Seal of the Department to be affixed
to such certifications. This authority
may not he redelegated.

3. The above redelegations supersede
the redelegations made under previous
authority (34 FR 18049-50 dated 11/7/
89 and 35 FR 16384. dated 10/20/70).
Further redelegations made under the
aforementioned redelegation of au-
thority shall remain in effect until ap-
propriate new redelegations are made.

Dated: Decembe®. 1978.

Freperick M Bouexn,.
Assistant Secretary
Jor Management and Budget
(FR Doc. 78-35077 Filed 12-15-78; 8:45 am)

TN-79.1(1/31/79)



MANUAL..... GENERAL ADM'INISTRATION

w1 . . GCeneral
CHAPTER | -45
VISITS TO REG ONAL OFFI CES AND FI ELD | NSTALLATI ONS
| -45-00 Purpose
10 Scheduling Field Visits
|-45-00 PURPGSE

This chapter provides a single reference point for informtion
relating to scheduling visits to field installations.

|-45-10  SCHEDULI NG FI ELD VI SITS

A, Requirenments. In order to permt scheduling which will best

serve the visitor and regional office personnel, advance
notification of the following are to be comunicated to the
regional office concerned:

L.

3.

Contenpl ated visits by headquarters personnel to a
regional office, a State or local agency, or a field
station or activity under the supervision of a regional
of fice.

Contenplated visits by principal staff of the Office of

the Secretary or by heads of Principal Operating Conponents
or their major subunits toa field station or activity not
under supervision of a regional office. (Notification of
visits by other personnel to such points is not required.)

Any changes in previously announced plans.

B. Procedure

L.

Headquarters Staff: Direct menorandum or telegram a week

I n-advance of proposed visit, where possible, to appropriate
nenber of regional office staff. Include in nenorandum or
tel egram such information as dates of visit, hotel, itinerary
within region, and simlar information about the visit.
Furni sh copy of each such comunication to the Ofice of

Regi onal Liaison, Ofice of the Secretary.

Regional Office Staff: Advise Regional Director,

as appropriate, of contenplated visits of headquarters
personnel .

HEW TN-77.3 (4/1/77)

Supersedes Chapter 1-45 (TN 231






aanisal. .. . GENERAL ADM NI STRATI ON
eyo7 1 .. General

CHAPTER 1-50
NOTARIES PUBLIC - - OFFICIAL BUSI NESS

X-50-00 Purpose and Authority
10 Standards
20 Al'l owances
30 Procedure
40 Designation cf Notaries Public

[ -50-00 PURPOCSE AND AUTHORITY

A.  Purpose. Thnis Chapter states the criteria to be used in requiring
civilian officers and enpl oyees to serve as notaries public in the
performance of official business, the allowances to be paid them
for expenses incurred, and the procedure for obtaining payment.

3. Legal Basis. The Notaries Public Expense Act of 1965 (PL 681, 84th
Cong., approved 7/11/56) provides that civilian officers and enpl oyees
of the departmei:ts and establishments of the Federal Governnent who
are required tc = rve as notaries public in connection with the
performance of cii.. ial business shall be paid an allowance to be
established by the ..epartment Or establishment concerned, not to
exceed the expense required to be incurred by themin order to obtain
their comm ssion

| -50-10 STANDARDS

A.  Amunt and Accessibility of Notarial Services

O ficers or enployees of the department will serve as notaries
public for the performance of official business.

=3
.

Selection of Notaries. To the extent practicable, individuals
shoul d be selected from anong personnel

1. Wo are centrally located and would usually be available to
provide service.

2. \Wose regul ar assignnents and workl oads woul d not be adversely
affected by recurring interruptions involved in providing
service

L . :
3. Who have know eédge of, or could readily orient thenselves to
the format of a wide variety of |egal documents.

| -50-20 ALLOMNCES

On or after January 1, 3.955, each officer or enployee who is required
to serve as a notary public and obtains his conm ssion shall be

(7/13/78) Supersedes Chapter 1-530 (TN-12, 14, 33, 103, 133, & 69.7)



Chapter 1-37, CENERAL ADMINI T 2. 7 Page

rei mbursed for the actual expenses required to obtain or renew his
commissicr, ineluding f.=. ko=d (when required), and the m ninmum
amount neccssary iy Joeuin @ satisfactory seal and stanp when such
reimburser.nt s cl:imed as provided in i-50-30 bel ow

Hote: Executive Order 977 (Novenber 24, 1908) prohibits
charge for notarial services during working hours

| -50- 30 PROCEDURE

A.  Notification of Comm ssion. It is the responsibility of any person
required to serve as notary for official business who does not have
a current valid conmssion to file the ne:essary application with the
clerk or other official responsible for processing commssions in the
local jurisdiction. Each such officer or enployee shall notify the
of ficer who designated him by menorandum in two copies, whether he
has obtained the necessary comission, and (if so) of its effective
date and date of expiration. The designating officer will forward
one copy of the menorandumreporting the commssion to the appropri-
ate fiscal office with a notation as to the appropriation to be
charged with the allowances. This will ordinarily be the appropri-
tion currently available for general expenses of the program for
which the major portion of the services are performed.

B. Caimfor Reinbursement

1. Each officer or enployee who has been designated and has obtai ned
his comm ssion shall certify an itemzed claimfor actual expen-
ses which he was required to incur to obtain or renew his commis-
-sion, on or after January 1, 1955, on SF-1129 (original and two
carbon copies) and shall execute the follow ng certification on
the back of the original:

| hereby certify that | amand have been since (date)
required to serve as a notary public in connection. with the
performance of official business for the Department of

Heal th, Education, and Welfare. | understand that | am not
permtted to charge a fee for notarial services perfc-us
during working hours.

Enpl oyee

2. Be shall forward the original and one copy to the appropriate
fiscal office, together with a copy of his formal designatiun
and receipts for each item of expense claimed, andretain one
copy of the voucher for his own records.

3. The fiscal office will process the voucher for paynent,

TN-78.8(7/13/78)
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| -50-40 DESIGNATION OF NOTARIES PUBLIC

Heads of POCs, Principal Regional Oficials, and the Assistant
Secretary for Management and Budget for the Office of the Secretary
have the authority to designate officers and enployees to serve as
notaries public when it is determned that such service is required
for the facilitation of department business. The area of exercise

of this authority is wthin organizational elenments under their
direct supervision or in installations where they provide the

admi ni strative support. PCC heads will not designate notaries public
for their regional organizations where the PRO has provided for this
service. These officials my redelegate this authority.

TM78.8 (7/13/78)
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Subject: POLICY ON SMOKING IN HHS OCCUPIED BUILDINGS AND
FACILITIES

I-60-00 Purpose
10 Background
20 Policy
30 Applicability and Scope
40 Responsibilities
50 Implementation _ Directives
60 Education and_Training
70 Notices and Signs
80 Referral of Questions

1-60-00 PURPOSE

The purpose of this _chaﬁ)_'lcer iIs to provide a Departmentwide
policy on smoking in HHS-occupied buildings and facilities. It
supersedes General Administration Manual Chapter 1-60, dated
January 8, 1978 ‘Policy on Smoking in HHS-Occupied Buildings..

[-60-10 BACKGROUND

The Department of Health and Human Services is the Federal
Government's principal agency for furthering the health of
Americans and providing them with essential human services.
The health risks of smokinlgI and exposure to smoke are clearly
documented by reports of the Surgeon General. This Department
accepts the evidence that: involuntary smoking is a cause of
disease, including lung cancer, in healthy nonsmokers; and, the
simple separation of smokers and nonsmokers within the same air
space may reduce, but does not eliminate, the exposure of
nonsmokers to environmental tobacco smoke. It is therefore
essential that the Department, in the accomplishment of its
mission, provide a smoke-free environment in all HHS owned and
leased building space.

[-60-20 POLICY

The Department's policy is to establish a smoke-free
environment in all HHS building space.
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Implementation of this policy as set forth in section 1-60-50
of this chapter will be achieved through the cooperation,
understanding and support of both the operating management of
this Department and the Department’s employees and employee
representatives.

[-60-30 APPLICABILITY AND SCOPE

A.

The provisions of this directive apply to all
organizational elements of HHS that occupy HHS owned and
HHS leased buildings and facilities.

The provisions of this directive also apply to HHS elements
occupying Government owned or leased space which is
assigned to HHs elements by GSA, and space obtained on a
use permit, or nominal rental or rent-free basis._ In
multi-tenant buildings, the Departmental policy will apply
within the confines of the assigned space over which HHS
elements have exclusive custody and control including
corridors, rest rooms, cafeterias, stairways and other
public space on floors or within blocks of space assigned
to HHS elements.

Nothing in these regulations precludes an HHS )
organizational element from establishing more stringent
guidelines.

[-60-40 RESPONSIBILITIES

A.

The Heads of oPpIvs (for their headquarters, and field
components); Regional Directors (for the space/facilities
elements under their direct control); and Director, Office
of Administrative and Management Services, OS; are o
responsible and accountable for implementing the provisions
of this chapter as follows:

0 In HHS occupied buildings, facilities and space, the
senior HHES official has the responsibility for
implementing the Secretary’s policy as it relates to
space under his or her jurisdiction and control as
implemented by his/her appropriate headquarters.
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occupancy . buildings and facilities the

officral wll negofiate with the senior

f other occupant = Government %%enmes_
A snoki

0 In multiple
sen| or HEIS
officials o . (i f
an?/) to insure that, as a mninum the nﬁ
oficy is enforced In non-HHS occupied space in the
uilding. Additionally, the senior HHS official is
encouraged .to seek adoption of the HHS policy by all
occupanfs in a nultiple occupancy building.

B. Heads of Staff Offices will support the provisions of this
olicy and assist the Heads of oppivs, RDs and the
rector, Office of Admnistrative and Mnagenent Services,

OS, in its inplenmentation. The Assistant ecretarE for
Managenent and Budget and Assistant Secretary for Personnel
Admnistration will™ provide, within their areas of
responsibility, training guidance and assistance.

c. Prior to inplementation of this chapter or any provision
thereof, the organizational elenent_shall neet” its
obligation under 5 US.C. Chapter 71, as appropriate, where
there is an exclusive representative for the enployees. In
other cases enployee consultation should be direct.

| - 60-50 | MPLEMENTATI ON DI RECTI VES

A General. HHS officials are directed to inplenment and
enforce the snoking policy through the prohibition of
smoking in areas as defined in paragraph I-60-30.

B. Inplementation of this policy is to be achieved:

0 imredj ately in building areas where separate
ve,nt{Iatlodn (single-pass air handling system does not
exist, an

0 no later than six months from the date of this
| ssuance for space which can serve as tenporary . .
de5|§1nated snmoking areas (space which has pre-existing
singl e pass airventilation such as nost restroons),
%?ar?é'ltqv%na fixed but reasonable tine for training and
i tion.
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0 consistent with the requirements of 5 USC Chapter 71
and provisions of negotiated agreements.

C. The Department recognizes that prior labor/ management
agreements can affect the actual realization of a
smoke-free environment at various sites and different
points of time in the six-month period for transition.

|-60-60 EDUCATION AND TRAINING

The Assistant Secretary for Personnel Administration has issued
Departmental guidance covering education, training and related
personnel issues (HHS Instruction 792-3, Personnel Manual).

.~60-70 NOTICES AND SIGNS

A. Notices to Employees. Officials responsible for
implementing requirements of this chapter shall inform
employees under their jurisdiction in writing of the
provisions applicable to~ them.

B. Signs

0 Suitable signs shall be placed on or near entrance
doors of buildings or HHS occupied areas subject to
these regulations. Signs should be procured and
installed in cc_)czjqeration with the GSA Buildinlgs
Manager in buildings managed by GSA. It should not be
Qeq?as_ary to display a sign in every room of each
uilding.

0 In accordance with the Federal Acquisition Regulation,
Part 8, the mandatory source of supply for the
purchase of the aforementioned signs is UNICOR,
Federal Prison Industries, Inc. (FPI). Prior approval
from FPI is required before using any other source of
supply. Purchase Orders should be submitted to:
UNICOR, Federal Prisons Industries, Inc., 320 First
Street, N. W., Washington, DC 20534, (202) 724-8239.

0 The accepted international symbol for no smoking may
be used as appropriate.
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1-60-80 REFERRAL OF QUESTI ONS

A %gstions, on these general  policy provisions as they affect
: occupi ed space and facilities should be referred to the

Office of Special Programs Coordination, Office of the
Assi stant Secretary for Management and Budget (asms). FTS
tel ephone Nunber 245-7426

B. Questions relating to personnel é)ollcy matters affected b
this regulation shall be referred to the Ofice of Specia
Initiatives, Ofice of the Assistant Secretary for
Personnel Administration, telephone nunber PTS 245-7153.

c. Technical questions concerning snoking and health, _
educational materials, or sug?ested et hods of di scouraging
cigarette snoking in Government buildings, should be
referred to the Ofice on Smoking and Health, Centers for
Disease Control, Departnment of Health and_Human Services,
\ﬁ%h'f% ton, DC 20201; phone (rrs) 443-1575 commercial (301)

- 157s.
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Subject:  CLEARANCE OF PERSONNEL FOR SEPARATION OR TRANSFER

| -90-00 Purpose
10 Definitions
20 Responsi bility for Developing and Mintaining
O earance Procedures

30 Pol i cy
40  Mninum Requirenments of C earance Procedures
50 Itens for Wiich Cearance is Required

60 Cl earance Form
70  Supply of Forms

Exhibits

1-90-A Form HHS-419, C earance of Enployees for Separation or
Transfer

1-90-B Instructions for Conpletion of Form HHS-419

1-90-c Sample Installment Repaynent Agreement for Transferring
Enpl oyees

1-90-D Post - Enpl oyment  Restrictions Applicable to Former
Empl oyees of the Departnent of Health and Human
Services

| -90-00 PURPCSE

This chapter sets forth policy and instructions concerning the
cl earance of separating or transferring enployees.

| -90-10 DEFI NI TI ONS

For purposes of this Chapter, the followi ng definitions apply:
Accountable Property - Al personal and real property which is
made subject to accountability by appropriate authority. Such
property includes that capitalized in the fiscal records of the

Department and usually all personal property for which
quantitative record control is required to be maintained.
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;gminigtggf,j,gg officer - An enployee whose primary activity
consists of providing staff, auxiliary, or admnistrative
services for an organizational unit.

Custodial Officer = An enpl oyee designated by an organization to
be responsible for the custody of its personal property.

Debt ~ An anount of money, property and/or advanced |eave owed to
the Departnent.

Finance O fice = The office responsible for providi ng accounting
services to the departing enployee's organization.

galary Ofset = A procedure by which \oayroll my collect
outstanding enpl oyee debt from an enployee's salary.

Separating Emplovee - An enpl oge_e or officer (includi n? a
Conmm ssioned O ficer of the Public Health Service) who [eaves the

enpl oyment of the Federal Government.

ﬁg%icinﬁ Personnel Office (8P0) - The personnel O fice that
andles the processing of personnel actions for the departing

enpl oyee, and which is responsible for maintaining the enployee's
Ofticial Personnel Folder.

gransferring Employee An enpl oyee who transfers to another
Federal agency, or from one HHS conponent to another HHS
conponent (i.e., from the jurisdiction of one HHS supervisory
position to another).

J-90-20  RESPONSIBILITY FOR DEVELOPI NG AND MAI NTAI NI NG CLEARANCE
PROCEDURES

A The following officials are responsible for the devel opment
and frrfa_l ntenance of clearance procedures within their agency
or offices:

1. The Executive Oficer or designee in each Operating
Division (OPDIV) for the oPDIV's headquarters enployees
and its field enployees not under the jurisdiction of
the Regional Finance Ofices.

2. The Regional Director or designee in Regional Ofices
for all enployees under the jurisdiction of the
Regi onal Finance O fices.

3. The Assistant Secretary for Mnagenment and Budget or
designee for Ofice of the Secretary (OS) headquarters
enpl oyees.
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B.

C.

4. The Inspector Ceneral oxr designee for the Ofice of the
I nspector Ceneral (O G enployees.

Oficials listed in "A" above, in conjunction with their
respective Finance Ofice, shall review the operation and
ef fectiveness of the clearance procedures within their
respective agency or office at |east once every three years
and shall take 1mmediate action to correct any deficiencies
in the procedures.

Oficials listed in "a" above shall ensure that supervisors
receive appropriate training and shall issue an annual

rem nder notice to supervisors of their responsibilities
pertaining to the clearance procedures.

| - 90- 30 POLI CY

A

For each separating or transferring enployee, the enployee's
i mmedi ate supervisor, wth assistance from the organiza-
tion's admnistrative officer, is responsible for the

fol | ow ng:

1. Immediately notifying the SPO when the supervisor
l earns of an inpending enployee separation or transfer:
preparing SF 52, Request for Personnel Action, and
submitting it to the SPOin a tinely manner.

2. Preparing Form BBS-419, Cearance of Personnel for
Separation or Transfer, Part A (items |-7) and Part B
(items 8-14) in accordance with Exhibit 1-90-A and

| Ning appropriate’ I'tem 14 in Part B
(G her Clearances) may be used to enter additional
cl earance requirements. (See Exhibit 1-90-B for
instructions.)

For locations which are distant from the clearance
offices, the supervisor has the option to conplete the
ap[)ro riate itens on the Form BBS-419 through a

tel ephone exit interview with the appropriate clearance
officials. Telephone clearances nust be annotated on
this formwith the name of the official contacted,
status of each item and date of clearance.

3. Ensuring that issues of en&sl oKee i ndebt edness to the
Department are resolved and that actions taken are
noted on Form BBS-419. (Reference: Debt Collection
Act of 1982 as inplemented by 45 CFR Part 30. Also see
Departmental Accounting Mnual Chapters 10-30 and
10-41 and HHS Personnel Mnual Instruction 550-g.)
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a. e at from the Federal

(1) If the enployee is separating from the
Federal Governnent, all outstanding
i ndebt edness nust be repaid before
separation.  Agreements for repaynent
after separation are not acceptable.

(2) |If the enployee has an outstanding debt that
is unresolved at the tine of separation, the
supervisor is responsible for ensuring that
the enployee's final tinmecard is not sent to
payrol | through the normal process. The
supervisor wll send the timecard and an
expl anatory nenorandum to pa roII through t he
payrol | |iaison. Payroll wi t hhol d™ t he
amount of the debt fromthe flnal sal ary
paynent and the |unp-sum annual |eave
pa rrent If necessary, payroll wll take

aﬂ)ropriate actirons permitted under the
Debt ection Act and other authorities as
required, including a request to the Ofice
of Personnel Management (OPM to withhold the
appropriate anmount when the enployee seeks to
w thdraw retirement nonies. (Procedures for
collecting debt from Comm ssioned Oficers
are contained in the PHS Commi ssioned Corps
Manual . )

(3) If indebtedness is discovered after
subm ssionof the final tinecard, the
supervisor nmust inmmediately request the
payroll liaison to arrange for wthholding
from the final salary payment, |unp-sum
annual |eave paynment and retirenent benefits.
(Procedures for collecting debt from
Commi ssioned Officers are contained in the
PHS Commi ssioned Corps Manual.)

(4) If the indebtedness is later cleared by the
enmpl oyee, the supervisor should inform the
payrol| liaison so that the enployee can be
pald any arounts withheld.

b. Pransferring to another HHS component.

(1) If the enployee is transferring to another
HHS co onent and has an outstandi n% debt,
the enployee may elect to pay off e debt in
full prior to transfer, pay the debt in
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(2)

installments, or have payroll autonmatically
deduct payments from his/her salary.

Enpl oyees nust sign an agreement in the case
of installment paynents ?see Exhibit 1-90-C
for sanple agreenent). f an installment
a?reemant or salary offset is already in
effect, the enployee may continue repaynent
through this mechanism until the debt is
sati sfi ed.

If the enployee has an outstanding debt that
is unresolved under b(1l) above at the time of
transfer, the supervisor will notify the
payroll liaison and request initiation of
salary offset (see HHS Personnel Mnual
Instruction 550-9).

|f indebtedness is discovered after the

"enpl oyee has transferred, the SPO will inform
the enployee's new SPO and request assistance
"in obtaining resolution from the enployee

(see HHS Personnel Manual Instruction 550-Q).
If full paynment or a signed agreement for
install ment payments is not received within
60 days, salary offset is to be initiated.

C. Transferring to another Federal Auencyv.

(1)

If the enployee is transferring to another
Federal Agency and has an outstanding debt,
the enployee may elect to pay off the debt in
full prior to transfer, pay the debt in
installments, or if salary offset is' already
in effect, continue repayment through salary
offset at the new agency until the debt is
satisfied. Enployees nmust sign an agreement
in the case of installment paynents. (See
Exhibit 1-90-C for sanple agreenent.) To
either initiate or continue salary offset,
payrol | conputes the status of enployee

I ndebt edness as of the effective date of
transfer, and provides this information to
the spo., The SpPO wll then request the new
agency to initiate or continue salary offset
until the debt is satisfied.

If the enployee has an outstanding debt that
I's unresolved under ¢(1) above at the tinme of
transfer, the supervisor will notify the
payroll [liaison and request initiation of
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salary of f set (see HHS Personnel Manual
Instruction 550-9).

(3) If indebtedness is discovered after the
enpl oyee has transferred, the sPoO wll inform
the enployee's new agency and request
assistance in obtaining resolution from
the enpl oyee (see HHS Personnel Manual
I nstruction 550-9?. If full paynment or a
signed agreenent for installnent payments is
not received within 60 days, the SPO w ||
request salary offset.

4. Ensuring that the enployee has satisfactorily accounted
for accountable property, funds, forms, and records.

a.

If the enployee's responsibilities include
accountability for property at an installation or
accountability for funds, appropriate arrangements
must be made to verify the accuracy of records
and/or accounts and to transfer responsibility to
a successor in accordance with HHS Materiel
Management Manual Part 103-27.5015.

| ssues regarding property provided to enployees
with disabilities as a reasonable accommodation
and the possibility of its transfer to another

art of HHS or another Federal agency should be
andled in accordance with HHS Materiel Mnagenent
Manual Parts 103-43.1 and 103-43.3.

If accountable property, funds, forns and records
are not returned or proper clearances not
obtained, the supervisor is responsible for
ensuring that issues of enployee indebtedness to
the Departnent are resolved and that actions taken
are noted on Form HHS-419.

(1) For enployees separating from the Federal
Government, see 1-90-30A.3a.

(2) For enployees transferring to another HHS
conponent, see 1-90-30A.3b.

(3) For enployees transferring to another Federal
agency, See 1-90-30A.3c.

When deductions for mssing property have been
made from an enployee's final salary payment,
| ump-sum | eave paynment and/or retirenent account,
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10.

and the mssing property is later returned, the
former enployee is entitled to repaynent for any
amounts deducted. The supervisor, Wth assistance
from the admnistrative officer, should instruct
the former employeeto submt a claim for

repaynment in witing to the Finance Ofice stating
name, current address and reason for claim and
speci fying the amount due.

Ensuring the return of all identification and building
passes and keys.

Ensuring that the Personnel Security Representative is
notified whenever an enployee in a sensitive position
who has a security clearance for access to Top Secret,
Secret, or Confidential information is separating or

transferring. . The enployee nust be debriefed and the
security clearance nust be w thdrawn.

Ensuring that appropriate neasures are taken to cancel
access to HHS ADP systems, databases, networks (I ocal
and wide area), data centers, etc. Al enployee ADP
related identification codes, conputer passwords and
account numbers will be changed or deleted on all
systems, networks, etc., prior to or simultaneous wth
the transfer or separation of the enployee.

(Reference: The Conputer Security Act of 1987, PL 100~
235 and oMB Circular A-130 Appendix 111, Security of
Federal Automated Information Systenms (AIS). Also see
HHS AIs Security Program Handbook.)

Follow ng the conpletion of the clearance processing
and satisfactory resolution of any issues, obtaining
the enployee's signature and date in item 15 of the
Form HHS-4109. (I'f the enployee is unable or refuses to
sign, the supervisor will note this in item 15.) The
supervisor will then sign and date item 16 of the Form
HHS- 419 certifying that all required clearances have
been obt ai ned.

| ssuing a copy of the conpleted Form HHS-419 to the
empl oyee, forwarding an information copy to the SPQ
and returning the conpleted original to the

admni strative officer for retention. The Form HHS-419
wll be retained for one year or for one year after any
i ndebt edness is recovered, whichever is |onger.

Ensuring that all communication with enployees wth
disabilities is conveyed in a nedium that is understood
by the enpl oyees.
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B. Enpl oyees are responsible for the follow ng:

1. Notifying their supervisor of plans to separate or
transfer at least two (2) weeks in advance of the
schedul ed date.

2. Resolving any issues of 'indebtedness before separation
or transter and working with the supervisor to ensure
that proper clearances are obtained.

3. Returning all accountable property, forms, records and
otfrf]er Government property to the appropriate clearance
office.

4.  Conpleting and returning all required forms.

5. Signing and dating the certification block in item 15
of the Form BBS-419 which attests that the enployee has
no unresolved indebtedness with the Departnent or
Governnent property in his/her possession.

6. Informng managenent if witten or oral conmmunication
needs to be presented in alternate formats to
accommodate an enployee's disability.

1-90-40 MINIMUM REQUIREMENTS OF CLEARANCE PROCEDURES

A Each clearance procedure devel oped under 1-90-20 shall
assign to supervisors, wth assistance from the appropriate
admnistrative officer within the organization, the
res,aon5| bility for coordinating the clearance of all
enpl oyees who separate or transfer from the organizational
unit.” Additionally, the organizational wunit responsible for
_egcht.pfartd of the clearance process nust bhe clearly
i dentified.

B. The procedures shall include the policy in [I-90-30.

C. The procedures shall place responsibility for followup
action to resolve an%/ out st andi n[q I ssue and/or to collect
any outstanding indebtedness followng the separation or
transfer of an enployee.
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J-90-50 ITEMS FOR WHICH CLEARANCE XS REQUIRED

Clearance is required for all funds and rtJ)roperty, i ncl udi ng
personal custody, custodial, and accountable advances made to the
enpl oyee, and accountable and controlled forms, files and records
issued to the enployee.

| - 90-60 CLEARANCE FORM

Cl earance of separating and transferring enployees will be
secured through the use of Form HHS-419, C earance of Personnel
for Separation or Transfer (see Exhibit 1-90-A). An OPDIV or
Region with a simlar form that neets all the requirenents of
this chapter may use such alternative form Previous versions of
this form are no longer authorized for use.

1-90-70 SUPPLY oF FORMS

Form HHS-419, Cearance of Personnel for Separation or Transfer,
may be obtained through nornmal requisitioning channels. Public
Heal th Service activities should obtain their supply of forms in
accordance with the information contained in the PHS Forms

Cat al og.
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Part A = IDENTIFICATION INFORMATION

1. EMPLOYEE NAME:

2. SOCIAL SECURITY NUMBER:

3. TIMEKEEPER NUMBER:

4. ORGANIZATION MD WORK LOCATION:

5.DATE OF SEPARATION/

6. CHECK ONE: D SEPARATING FROM PEDERAL GOVERNMENT:
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CORRESPONDENCE AND | DO NOT HAVE ANY UNRESOLVED REQUIRED CLEARANCES HAVE BEEN OBTAINED.
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GUI DELI NESFORCOWPI XTI NGFORVHHS- 419

Detailed procedures and ingtructions for completing Form HHS-419 are contained in Generd
Adminigrative Manud (GAM) Chapter 1-90 and Exhibit 1-90-B.

The employee's supervisor (assisted by the administrative officer) is responsible for obtaining
gppropriate clearances for employees separating or transferring from their units, and will initiate
Form HHS419 by filling in Pat A, items 1-7, when informed about the pending separation or
transfer of an employee. When physically possible, the Form HHS-419 will be hand-carried to
those officials from whom clearance is mecessary. For locations which are distant from the
clearance offices, the supervisor may obtain telephone clearances when deemed appropriate.
Teephone clearances must be annofated with the name of the officia contacted, status of each
item, and date of clearance.

The clearance officids who are responsible for the items listed in Part B, items S-14, shdl

secure, when applicable, the return of issued items and forms, check and initia the clearance
action they take. They will describe On a separate continuation sheet items for which clearance
is not granted dong with recommendations for immediate actions. (Continuation sheet(s) must
be attached to Form XHS-419).

If tlheabelmpl oyee isindebted to the Department, the supervisor shdl take the following actions as
applicable;

8. Arrange for seitlement/resolution of the employee's indebtedness to the Department
prior to separation or transfer.

b. If the employee is separating from the Department and has not repaid higher
indebtedness prior to separation, s.e  GAM 1.90-30A.3a for required procedures.

C. If the employee is transferring within HI-I1S or to another Federd Agency and has not
resolved his/her indebtedness prior to transfer, see GAM  1-90-30A.3b
and 3c for required procedures.

After dl items in Part B have been cleared or resolved and the employee has signed and dated

the certification block in item 15 (if the employee is unable or refuses to Sgn, the supervisor
will note thisin item 15) and the supervisor has signed and dated the certification block in item
16, a copy of the Form HHS-419 Wwill be provided to the employee.

The completed Form HHS-419 and al continuation sheets shdl be retained in the adminigtretive
officer’s files for one year or for one year after any indebtedness is recovered, whichever is
longer. An information copy will be forwarded to the Servicing Personnd Office,
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INSTRUCTIONS FOR COMPLETION OF FORM HH8-419,
CLEARANCE OF EMPLOYEES FOR SEPARATION OR TRANSFER

PART A | TEMS 1-7 IDENTIFICATION INFORMATION: Enter infornation
on enployee separating or transferring.

PART B, ITEMS 8-14 CLEARANCES: Clearances nust be obtained from
each of the offices below.  The enployee's supervisor wll place
a check mark in the NNA colum if a specific clearance itemis
not applicable. Once cleared, the clearing office will place a
check mark in the "Ceared" colum. |tems” which are not cleared
will be marked with a check mark in the ®Not Cl eared" colum; the
reason for not clearing nust be explained on a separate _
continuation sheet. or any items lost by the enployee, a signed
statenent from the enployee explaining the |oss nmust also be
attached to the Form HHS=-419.

8. SUPERVISOR/ADMINISTRATIVE OFFI CER The enpl oyee's immedi ate
supervisor, wth assistance from the organization's
admnistrative officer, is responsible for ensuring that the

items |isted below are acconplished:

a. ADP security Cancel enpl oyee's access to BBS ADP
systens, databases, networks (local and wde area),
data centers, etc. Al enployee ADP related identifi-
cation codes, conputer passwords and account nunbers
will be changed or deleted on all systens, networks,
etc., prior to or sinultaneous with the transfer or
separation of the enployee. (See GAM 1-90-30A.7.)

b. Advanced Leave, |f annual or sick |eave has been
advanced to an enployee and not earned by the time of
separation or transfer, the enployee is generally
obligated to relpay the advanced |eave. ?See HHS

I nstruction 630-1-30J.)

Personnel Manua

c. Buildina Pass The BBS issued building pass nust be
returned. If the pass was returned I'n advance of

| eaving and a teerorarY pass was issued, the tenporary
pass must be returned to the supervisor.

d. Identification Cards Al government issued identifica-
tion cards such as the FEMA Special Facility Identifi-
cation Card, credentials and badges must be returned.

€. Kevs Al office/desk keys nust be returned to the
enpl oyee' s supervi sor.
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Rotor Vehicle Operator ldentification Card An enployee
who has a Mtor Vehicle Qperator Identification Card
(SF-46) must surrender it when separating or
transferring. (See HHS Personnel Manual Instruction
930-1-100.)

Oficial Files/Records The enployee's supervisor is
responsible for ensuring that all pertinent files and
records in the possession of the enplo ee are returned
and retained by the organization for e periods pre-
scribed in the appropriate records disposal schedul e.

9. FEINANCE It is the responsibility of the cognizant o
organi zation (e.g., finance/accounting office or admnistra-
tive services) to ensure that outstanding enployee i nd%bt ed-

ness

is settled or resolved as follows (Reference:

Col l ection Act of 1982 as inplenented by 45 CFR Part 30):

a.

Accountable Forms Any controlled form such as a
Government Bill of Lading (GBL) or other docunents or
apers, i.e. blank third party draft stock or

vernnent Transportation Requests (GIR). The issuing
office is responsible for ensuring, for those enployees
responsi ble for safeguarding these fornms, that there is
a proper accounting for all forns. (See Depart ment al
Travel Manual Chapter 4-10.)

Credit Cards Any commercial or Government credit card
provided directly to an enployee or obtained by an

enpl oyee through a Government assistance contract for
use| |dn official Governnent business. Types of cards
include:

0 U S Governnent Credit Card

0 Credit card for use while on official Government
travel (currently the Diners Card)

0 Smal | Purchase Credit Card

0 Tel ephone Credit Card

Empl oyees separating or transferring to a different
"CAN"/organization nust turn in all Governnent credit
cards to the issuing office. Credit cards issued in
the enployee's nane wll be destroyed in the presence
of the enployee and the account cancelled by the

I ssuing office. (For locations distant from the

i ssuing office, the supervisor will collect the
card(s), notify the issuing office, and send the
card(s) to the issuing office.)
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c. Em%Lgygg_gmg;ggggx_zgxmgng Funds provided to an
enpl oyee when paynent for hours already worked was not
received by the ‘enpl oyee

HHS Finance Ofices may issue an Enployee Emergency
Paynment to tenporarily replace a salary paynent

i nadvertently not processed, lost, stolen, "etc. The
Finance O fice is responsible for ensurlng t hat
repaynent is acconplished within thirty (30) days of
the date the Emergency Enployee Payment 1s issued

(See Departmental Accounting Mnual Chapters 10-30 and
10-41.)

d. Jurv Fees Jury fees paid to an enployee which
represent other than reinbursenent for comuting
expenses must be collected from the enployee

€. Rel ocation Allowances Allowances paid to an enployee
as a result of relocation from one duty station to
another. Amounts determned to have been overpaid to
enpl oyees nust be repaid. (See Departnental Trave
Manual Appendi x B, Federal Travel -Regulation on
Rel ocation Allowances.)

. Travel Advance Funds provided to enployees, in
advance, to pay for transportation, food, and | odging
costs while on official business away from their nornal
duty station. An outstanding travel advance owed by a
departing enployee, and any outstanding travel vouchers
which the enployee has failed to submt, nust be rfggid
and resol ved ?rlor to the employee's departure. e
Departnental Travel Mnual Chapter 3-20.)

10. PERSONNEL |t is the responsibility of the Servicing

Personnel Ofice (spo) to appropriately review, clear and/or
resolve the items listed below =~ If there is 1ndebtedness

for these itens, the SPO will contact the appropriate office
(e.g., payroll, finance, etc.) if necessary to ascertain the
anmount of the debt and to determne whom the enployee should
contact to resolve the debt. The SPO nust confirm that the

I ndebt edness has been resolved before indicating ®Cleared"

on the Form HHS-419. (See HHS Personnel Manual Instruction

550-9.)

a. Debt Collections Certain enployee debts are tracked by
Payrol |, including:
0 Health Benefits If an enployee continued to

receive health benefits during a period he or she
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was in a non-Ggay status, the SPO must deternne
whet her the vernment was reinbursed for the

health plan premuns for this period.

0 iﬂ.&abuw The sPO nust determine if an
I ndebt edness exists due to a salary overpayment to
an enpl oyee.

Completjon of Emplovment Adreement

Wen BBS has paid the travel and transportation

expenses of an enployee to a new duty station, the

enpl oyee is generally obligated to continue in the

enpl oy of the Federal government for a specified period

of time or to repay the expenses. (See BBS Personnel
Manual Instructions 571-1 and 571-4).

Qther enploynent incentive and/or allowance agreements
may also require repaynment when an enployee separates

prior to conpletion of the agreement (e.g., Physicians
Conparability Allowance or overseas enployee's vacation

| eave travel expenses). 1See BBS Personnéel Manual
Instructions 595-1 or 301-1.)
I S S U a Noti c e

The SPO will ensure that BBS enployees are given
required notices/forms appropriate "to the circunstances
of their leaving (e.g., unenployment conpensation,
thrift savings plan, health benefits, life insurance,
post-enpl oynent restrictions, executive financial
disclosure, etc.). Some fornms may require conpletion
and return by the enployee. Attention should be
directed, in particular, to the follow ng:

0 Al'l separating enployees nust be given a copy of
GAM Exhibit 1-90-D, Post-Enployment Restrictions
Applicable to Former Enployees of the Departnent
of Health and Human Servi ces.

0 Al'l separating enployees nust be given a copy of
SF 8, Notice to Federal Enployee About Unenpl oy-

nment | nsurance.

0 Certain separating enployees covered under the
"Ethics in CGovernnent Act" (5|.e., SES, PHS
Conm ssioned O ficer O7 and above, Schedule C,
Adm nistrative Law Judges, and others as
appropriate) must be grven a copy of sF 278,
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Executive Personnel Financial Disclosure Report.
They are required to conplete and return the
SF 278 within thirty (30) days of separation.

d. Security Cl earance If the enployee is vacating a
sensitive position (Level 2, 3, or 4), the Personnel
Security Representative (PSR) of the organization MUST
be notified. The PSR will need to debrief the enployee
if the enployee has a security clearance (Top Secret,
Secret, or Confidential) and the security clearance
nust be withdrawn. The PSR may al so need to cancel an
ongoi ng investigation. (See BBS Personnel Manual
Instruction 731-1.)

Training in Qutside Institutions Training of nore then
80 hours through a non-CGovernment facility ?eneraII§
obligates an enployee to continue in the éenploy of BBS
for a specified period of tine after conpletion of the
training or to rep'% certain training expenses. (See
Federal ~Personnel nual Chapter 410.)

11.  CUSTODI AL OFFI CER = BBS- Omned Equipment
Enpl oyees issued typewiters, dictating/transcribing
machi nes, laptop conputers, or other itens of BBS property
must return this equipment to the custodial officer. (See
GAM 1-90-3OA040)

12.  LIBRARY Departin% enpl oyees nmust return all books,
materials, etc. Dborrowed from the Ilibrary.

13. PARKING PERMT Parking permts listed in the nane of the

departing enployee must be returned to the parking
managenent office.

14, OTHER Enter in items 14a through 14e other clearance
requirements not specified in items 8 through 13.

EMPLOYEE' S CERTIFICATION: Upon conpletion of the clearance
procedures, the enployee shall sign and date the certification
block in item 15 of the FormHHs-419. (If the enployee is unable
or refuses to sign, the supervisor will note this in item 15.)

SUPERVI SOR' S CERTI FI CATION:  Upon conpletion of the clearance
procedures and the enployee certification block in item 15, the
enpl oyee's immediate supérvisor shall sign and date the
certitication block in item 16 of the Form HHS-4109.
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DEPARTMENT OF HEALTH AND HUMAN SERV| CES
SAMPLE INSTALLMENT REPAYMENT AGREEMENT FOR

TRANSFERRI NG EMPLOYEE -~ NOT TO EXCEED ONE YEAR

I _ , «apr aplyyee of the Departnent of
Health and Human Services, (Component Nane) v
acknow edge that as of 19 , | amindebted to

!
the Department in the amount of $ . Jhe debt consists of
. grinci pal ; and accrued |late payment charges of $
I nterest, adm nistrative costs, and $ penal ty.
It arose as a result of nmy failure to repay the Department for

(insert reason)

| hereby certify under penalty of perjury that | am financially
unable to repay the debt in full in a single paynent and request
to be allowed to repay it in installnents instead of having It

offset fromny salary or other funds that may be due nmne.

TERMS OF THE REPAYMENT AGREEMENT

Repaynment of $ (existing principal and all accrued to
date late payment charges) with financing interest of ___ percent
(Private Consuner Rate in effect on date of agreement) in
equal payments of Fayable on the dates listed below.
Financing interest over the length of the agreement wll anount

to §
PAYMENT DUE DATES:

- - - -
|
(o]

(OTHER SIDE 1S To BE COVPLETED)
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Paynments nmust be nade out to the Department of Health and Human
Services and be received b)(] the Finance Ofice at the address
noted below on or before the ?ayment due date. Failure to pay
any paynent on time will result in this repayment agreenment being
declared in default. Wthout further notice, any anount owed at
the time of default will be referred to ?/our then current Agency
for offset against your salary or other funds due to you.

DEPARTMENT OF HEALTH AND HUMAN SERVI CES
(Insert mailing address)

| have read the above repaynent agreement and | understand and

agree to its terns and conditions as wtnessed here by ny
signature.

Enpl oyee's Signature Dat e

Current Home Address

CGty, State, Zip Code

mssmomsssama— e ———— e s m TS ST

FI NANCE OFFI CE APPROVAL:

| hereby approve the repayment of the above cited debt by
instal | ments.

Approving Oficial's Signature Dat e

(I'nsert name and title of approving official)

(I'nsert location of approving official)
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POST-EMPLOYMENT RESTRICTIONS APPL| CABLE TO FORMER
EMPLOYEES OF THE DEPARTMENT OF HEALTH AND HUMAN SERVI CES
WHO TERM NATE ON OR BEFORE DECEMBER 31, 1990

| Restrictions Applicable to ALL For ner Emplovees

Al former enployees are barred from ever representing another to
the Federal governnent on any particular matter involving
specific parties which they were personally and substantially
involved In while a governnent enployee. (18 U S.C. Section
207(a)). Also, there is a two-year prohibition on representation
on any such matter which was pending under the former enpl oyee's
officiial responsibility during his or her final year of
governnent service. .§Sect|on_207(b_)(|)). The ferm "particul ar
matter involving specitic parties" includes matters such as
grants, contracts, applications, lawsuits, and other matters in
whi ch specific named parties are or were involved. It does not
include policy matters such as redgul ations which have general
applicability to the outside world.

1. Restrictions Applicable ONLY to0 Fornmer "Seni or Emplovees"

In addition to the above restrictions, the Department's
agerom mately 335 "Senior Errﬂl oyees" listed at 5 CFR Section
737.33 are also subject to the so-called "cooling off"™ period.
inposed by 18 U S.C. Section 207(c). For one year after |eaving
governnent, a fornmer senior enployee my not represent another
person or himself in attenpting to influence his/her forner
agency on anymatter (new or old) which is pending before, or of
substantial interest to, his/her fornmer agency. However, under
Section 207(d)(2) fornmer senior enployees whose principal
occupation or enployment is wth (1) a state and |ocal

governnent, or agency or instrumentality thereof, (%) an
accredited, degree granting institution of higher education, or
3) a hospital or nedical research organization defined under
ection 501(c)(3) of the Internal Revenue Code are exenpted from
the restrictions of Section 207(c). A second special prohibition
in Section 207(b)(ii) provides that for two years after |eaving
government, a former senior enployee may not aid or assist in,
representation of a party by personal presence on any matter in
which he or she was personally and substantially involved.

Pl ease contact your Deputy Ethics Counselor or the Department's

Desi gnated Agency Ethics Oficial at (202) 245-7258 for nore
i nformati on.

July 1990
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POST-EMPLOYMENT RESTRI CTI ONS APPLI CABLE TO FORMVER
EMPLOYEES OF THE DEPARTMENT OF HEALTH AND HUMAN SERVI CES
VWHO TERM NATE ON OR AFTER JANUARY 1, 1991

| Restri'ctions Applicable to ALl Forner Employvees

Al former enployees are barred from ever representing another to
the Federal governnent on any particular matter involving
specific parties which they were personally and substantially
involved 1n while a governnent enployee. (18 U S C. Section
207(a)(1)). Aso, there is a two-year prohibition on
representation on an?/ such matter which was pending under the
former enpl oyee's official responsibility during his or her final
year of governnent service. (Section 207(a)(2)). The term
“particular matter involving s?ecific parties" includes matters
such as grants, contracts, applications, lawsuits, and other
matters in which specific named parties are or were involved. | 't
does not include policy matters such as regulations which have
general applicability to the outside world. There are additional
restrictions on enployees who were involved in trade or treaty
negoti ati ons. (Section 207(b)).

| X. Restrictions Applicable ONLY to Forner "Senior Emplovees"

In addition to the above restrictions, the Departnent's
approximately 335 "Senior Enployees" (i.e., all EL II-V's,
everyone paid at a GS-17 or above, and all o©-7's and above) are
al so subject to the so-called "cooling off" period inposed by 18
U S C Section 207(c). For one year after |eaving government, a
forner senior enployee may not represent another person in
attenpting to influence his/her former agency on any matter (new
or old) which is pending before, or of substantial interest to,
his/her fornmer agency. The Secretary is also prohibited from

| obbying anyone in HHS for one year and is further barred from

| obbying Executive Level officials in the executive branch for
one year. (Section 207(d)). However, under Section 207(j)(2)
and (3), the restrictions in Sections 207(c) and (d) do not apply
to enployees whose principal occupation or enploynment is with (1)
a state and local government, or agency or instrumentality
thereof, (2) an accredited, degree granting institution of higher
education, (3) a hospital or nedical research organization
defined under Section 501(c)(3) of the Internal Revenue Code, or
(4) an international organization of which the United States is a
menber. Al enployees subject to the one year bans are also
barred for one‘year from representing, aiding or advising a
foreign government or foreign political party on a matter before
any Federal agency. (Section 207(f)).

Pl ease contact your Deput%/jfEthi cs Counselor or the Department's

Desi gnated Agency Ethics icial at (202) 245-7258 for nore
i nformati on.

July 1990
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CHAPTER 14. 19
ADMINISTRATIOR POLICY AND PROCEDURE ON EXECUTIVE PRIVILEGE

MANUAL.....

oarT 1 CGener al
1-119-00
1-119-10

1-119-00 Scope

10 Policy and Procedure

SCOPE

The President recently informed the Chairman of the Foreign
Operations and Govermmenmt, |nfornation Subcommittee of the
House Committee on Govermment Operatioms of the policy and :
procedure of the Administration with regard to claims of

"executive privilege."

POLI CY AND PROCEDURE

The text of the President's state-
ment i s reproduced in |-119-10.

The President sent a memorandum to the heads of Executive
Depart ment s and agencies "establishing a procedure to govern
compliance Wit h Congressional demands f or information” as

foll ows:

The policy of this Administration is to
comply-to the fullest extent possible with

Congressiona] veayeste f o0 r fnformation.

While the Executive Branch has the respon-
sibility of withholding certajn information
the diselosure of which would be incompati-
ble with the publ i c interest, t hi s Admin-
istration will invoke this authority only in
the most conpel | i ng circumstances - and
after a rigorous inquiry into the actual
need for its exercise. For those reasons Ex-
ecutive prlvllege will not be used Wwithout
specific Presidential approval. The follow-
ing procedural steps wlll govern the invoca-
tlon of Executive privilege:

1. If the head of an Executive department
or agency (hereafter referred to as “depart-
ment head”) believes that compliance with
a request for information Irom a Congres-
stonal agency addressed to his department or
agency ralses a substantlal question as to
the need for invoking Executive privilege, he
should consult the Attorney General ¢hrough
the Office of Legal Counsel of the Depart-
ment of Justice,

2. If the department head and the At-
torney Qeneral agree, ir accordance with
the policy set forth above, that Executive
privilege shall not be invoked in the clrcum-
stances, the Information shall be released
to the Inquiring Congressional agency.

3. If the department head and the At-
torney General agree that the clrcum-
stancee justify the invocation of Executive
privilege~ or if either of them belleves that
the issue should be submitted to the Presi-
dent, the matter shall be transmitted to the
Counsel to the President, who wlll advise
the department head of the President's de-
cision.-

4. In the event of a Presidential deciston
to invoke Executive privilege, the depart-
ment head ghould advise the Congressional
agency that the claim of Executive privilege
{3 being made with the specific approval of
the Resident.

5. Pending a final determination of the
matter, the department head should re-
quest the Congressional agency to hol d its
demand for the information in abeyance
until such determination can be made. Cars
shall be taken to indicate that the P
of this request I8 to protect the prlvllege
pending the determinatlon, and that the
request does not constitute a claim of priy-
1lege.

RICHARD NIXON.

HEW TN-70.3 (2/3/70)

Supersedes Manual Circular HBW-30, 5/25/65
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1-120-00 SOOPE

A. ‘This chapter sets forth the Departnent's policies, practices and
procedures for implementing and administering the Freedom
of Information Act (FoIA) as amended by P. L. 99-570. Further
gui dance and details are contained in the Departnent's inplenenting
Public Information Regulation (45 CFR, Part 5),. as amended.

B. The Reedanof Information Act requires thatallrecords and
docunents in the possession of Federal agencies be made available
upon request for Inspection and/or copzi ng unless the records or
docunents fall within one or more of the nine specific exenptions
identified in the Act.

| - 120105 POLICY

A. The Department.‘s policy calls for the fullest responsible disclosure
consistent with those requirenments of confidentiality and adm nis-
trative necessity which are recognized in the Freedom of Information Act.
It is the practice of the Department, therefore, to make records avail-
abl e whenever it is possible to do so without violating the rights of
i ndi vidual s or organizations or impeding the Department's ability to
perform its functions.

B. ‘he Act identifies nine specific exenptions which agencies nay employ
t 0 withhold records.
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[-120-10  RESPONSIBILITIES

A. The Assistant Secretary for public Affairs is responsible for
establishing. Departmental Freedom of Information Act policies,
coordinating, monitoring, campiling reports to Congress, and
providing training and technical assistance to Operating Divisions
(oPDIVS) .

B. The Department's Freedam of Information Officer is responsible
for recommending and implementing policies and procedures to ensure
compliance with the requirements of the Act and coordinating
consistent application throughout the Department.

C. Orxlénedan of Information Officers as listed below have the
a ity to release or deny records in response to FOIA requests
ard to charge, waive, or reduce fees for processing FOIA requests.

D. Freedom of Information Officers

1. Office of the Secretary Director, FOIA/Privacy Act
Family Support Administration Division, Office of Public
Office of Human Development Services Affairs

2. Public Health Service

(a) Office of Assistant Secretary FOIA Officer, PHS
for Health
(b) Agency for Health Care Policy FOIA Officer, AHCPR
and Research
(c) Alcohol, Drug Abuse, and FOIA Officer, Office of
Mental Health Administration Caommmications & External
Affairs
(@) centers for Disease Control Director, Office of public
Affairs
(e) Foad and Drug Administration Associate Commissioner for
Public Affairs
(f) Health Resources and Services Associate Administrator
Administration Office of Conmunications
(g) Indian Health Service Director, Office of
Commmaications
(h) National Institutes of Eiealth Director, Office of

Communications



HHS Chapter [-120
CGeneral Adm nistration Manual
HHS Transmittal 90. 07 (10/31/90)

3. Social Security Admnistration Director
Ofice of Public Inquiries
4. Health Care Financing Admnistration Director, Office of Public
Affairs

E. A decision by one of these officials to deny a request for records or to
refuse to waive fees may be appealed to the appropriate review authority
as follows:

Revi ew Authority

O Office of the Secretary Assistant Secretary for
Public Affairs

0 Fam |y Support Adnmi nistration Assistant Secretary, FsA

0 Office of Human Development Servi ces Assistant Secretary for

Human Development Ser vi ces

O Public Health Service (all components)  Assistant Secretary for
Health

0 social Security Admnistration Cammissioner, SSA, or Designee
0 Health Care Financing Admi nistration Admini strator, HCFA

F. Before making a decision on an appeal of a denial, the designated review
official wll consult with the aﬂpropriate Division of the Ofice of the
Ceneral Counsel to ensure that the rights and interests of all parties
affected by the request. are protected. Also, the concurrence of the
Assistant Secretary for Public Affairs is required cmal|l appeal
decisions, including those on fees. #en the review official responds
to an appeal, that constitutes the Department's final action on the
request.

| - 120- 15 OPERATING QUI DELI NES

A. A "Freedom of Information request" i s any request for existing records,
in the control, custody, or possession of the Department. Some requests
for records may also be "Privacy Act requests."  (See Section [-120-20
bel ow). Requests for "information" (as distinguished fran requests for
"records") or requests for copies of publications and other information
material s produced for public distribution are not "Freedom of |nformation
requests" and should be handl ed in accordance with established procedures
for responding to public inquiries.

B. oOral requests may be made to a Freedom of Information (fficer whose staff
Will put in witing such requests. This is to ensure the requester's
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2. |f a reasonable search fails to locate the records, the requester

Transm ttal 90.07 (10/31/90)

rights as provided by the FOIA and the Departnent's regul ations such as
the right to appeal in the case when a denial is  mde.

Even ‘requests for.-records do not ‘make specific reference to the
Freedam Of Information Act or the Department's Public Information
Regulation, t heymust be treatedas though they did. Search, review,
and copying fees may be charged to the requester in accordance with the
provisions set forth in the Public Information Regulation.

Rel easi ng Records

If all records responding to the request are to be rel eased, the
FOI Officer will send one of the two copies provided by the program
office to the requester, together with a letter that inforns the
requester that:

(a) AIl records that fall within the scope of the request
are enclosed (or wll be sent at a later date):

(b) No deletions have been made and no records wthheld; and

(¢) An invoice for fees is enclosed for allowable charges or that
the fees are waived.

will be notified in witing. Such a notice does not constitute a

deni al of access to records.

W t hhol di ng Records

When any deletion is made fran records that will be released, or when
anyrecordis wthheld, the por Officer makingthatdecision, will
notify the requester in witing and

1. Describe the deleted portions or withheld records in
general terms only;

2. State the FOIA exenption and the provision of the Public
Information Regulation that permts the wthholding:

3. ;&cl ose an invoice for fees for allowabl e charges or waive the
ees:

4. Explain the requester's right to a the decision not to comply
fully with the request, and identifty the official to whom the
apply should be sent:
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5.  Maintain appropriate documentation of records or portions wthheld
in case of an appeal.

F.  Appeals

In the event of an appeal, the appropriate review official wll:
1. Obtain the records fran the ror Officer:
2. Conduct ani ndependenteval uationof the initial determnation:

3. Oonsult with the Office of General Counsel and obtain
concurrence 0f the Assistant Secretary for Public Affairs:

4. Notify the requester of this final agency decision and
the right to seek judicial review

5. Prepare a description of any records that are to be denied an
appeal in sufficient detail to apprise the requester of the nature
of the documents denied, if adequate explanation has not already
beenprovi ded; and

6. Mai nt ai nappropriate documentation concerning the disposition
of appeal s.

(HHS regul ations require FOI appeals files to be maintained for four (4)

years after final determination by the agency, or three (3) years after
final adjudication by courts, whichever is later.)

1-120- X) RBQUESTS FROM CONGRESS

Wwhen a FOIA request is received from a Member of Congress, it should be first
determned whether it is a duly authorized request on behalf of Congress
through a legislative committee or subcommittee. |f so, the request falls
within subsection (c) of the rFora and only a specially authorized clai m of
executive privilege could be interposed to justify nondisclosure. Any FOIA
request subni ttedby the chairman of a committee or subcommittee on a subj ect
withinits jurisdiction should routinely fall into this category. If the
request is mot an official committee or subcamttee request, it should then
be processed as a request from "any person" under the FOIA, but with
particular regard for the consideration of congressional relations.
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| - 120- 25 REIATIONSHIP BETWEEN THE FOIA AND THE PRIVACY ACT

A.  The FOIA applies t 0 al | request Sfor records whether or not t he records
are maintained in a designated Privacy Act System of Recor ds.

B. The Privacy Actgivesindividuals the right of access to most records
about t hensel ves that are in a designated Privacy Act System of Recor ds.

c. If an individual requests access to a record concerning hinself, retrieved
by his/her name or personal identifier, and contained inadesignated
Privacy Act System of Records, the HHS employee receiving the request
should mark it "PRI VACY ACT REQUEST" and route it without delay to the
appropriate System Manager, as identified in the System notice.

D. If a requester requests records concerninganindividual other than
hi msel f and t he records are contained in a designated Privacy Act
tem of Records, the reguest constitutes an FOI request. Unless
I scl osureisrequired by the FOIA, the Privacy Act prohibits disclosure
of the records. The FOIA regui res disclosure of recordsin a designated
Privacy Act Systemof Records to a third party who requests them unl ess
FOIA's Exemption 6 applies because "di scl osure would constitute aclearly
uwarranted i nvasi on of personal privacy," or if any other FOIA exemption
applies.  In making a personal privacy determination, we wi || bal ancean
individual's right to privacy against the public interest in disclosure
of the records. Public interest inthis context is |inmted to the kind

of public interest for which Congress enacted the FOIA, i.e., to provide
significant insight into an agency's performance of Its statutory duties.

E. If arequester nmislabels a request, mstakenly saying it falls under

one Act rather than the other, we will place it in the proper channels,
and, i nanyevent, W& wil| apply the Act that provides the most
information.

1-120-30 SANCTIONS

The 1974 Anendrments to the Freedam of Information Act empower a District Court
to hear Freedom of Information cases and to determine Whet her or not an
agency's personnel acted arbitrarily or capriciously in wthholding requested
records. f£f the court so finds, the Office of Special Counsel nust initiate a
proceeding pramptly to determine whether disciplinary action isgrrant ed

agai nst the responsible official(s) or enployee(s). The Special Counsel's
findings and recommendations are t0 be submitted to the appropriate
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adm nistrative authority of the agency and to the responsible official or
employee. The admnistrative authority shall take the disciplinary action
recommended by the Speci al Counsel.(5 U. S. C. 552(a)(4)(F))

| - 120- 35 ADMINISTRATIVE DEADLINES

A.

Determnati ons on whether records are to be releasedorw thhel dnust
be made and the requester notified within 10 working days of the date
of receipt in the responsible FOI office. Extensions of time wll not
nor mal | ybegrant ed. However, the time limit may beext endedby
witten notice to the requester for not [onger than an additional 10
wor ki ng days only in unusual circunstances. The ter m"unusual
circumstances" i ncl udes the need:

1. To search for and collect the requested records from
field facilities or other establishments that are
separate fran the office processing the request;

2. To sear& for, collect, and exanine avol umnous amount of
separate and di stinct records which are involved in a single
request:

3. For consultation which shall be conducted with all practicable
speed with another office or agency having a substantial interest
in the determ nation of the request or among two Of more camponents
or the agency having substantial subject-matter interest.

4. To conduct negotiations with submitters and requesters of informa-
tion todetermne the nature and extent of non-disclosable materials.

|f such extension is required, the requester will be notified in witing
with an explanation of why the extension was necessary and t hedat eby
which a determination will be made. oOnly the officials designated in
section |-120-10 are authorized to extend the tine lints on initial
review

Decisions on appeals must be transmitted in witing within 20 working
days from receipt in the office of the appeal official. Extension of
the time limt maybe granted only for the nunber of days notusedto
extend the initial determnation period up to a maxinum of 10 days.

Such extension may be granted only for the reasonsprevi ously stat ed.

Failure to meet either of these deadlines entitles the requester to
consider his admnistrative renedies as exhausted and to seek immediate
judicial review.
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| - 120- 40 DEPARIMENT-WIDE SCHEDULE OF FEES

A Adetailed schedule of fees for processing FOIA requests is set forth
in the Public Informtion Regulation 45 CFR Subpart £. The officials
responsi bl e for making initial determnations shown in Section |-120-10
shall also determine whether fees are to be chargedor waived in
responding to requestsfor records. |If a fee is tobs assessed, the
responsible FOI Officer will determine the actual or estimted charge
for providing the reoord to the requester. There is no charge for
processing an FOIA request when the cost of collection would exceed
theanountof the fee.

B. Te Anti-Drug Abuse Act of 1986 (P.L.99-570) anended the Freedam
of Information Act by establishing three categories of requesters
and the increnental charges that can be assessed agai nst them:

1. Ekes are limted to reasonabl e standard charges for document
search, duplication and review when records are requested f or
cammercial USe:

2. Fees are limited to standard charges for document duplication
only when the request is made by an educational or noncommercial
scientific institution whose purpose is scholarly or scientific
research; or a representative of the news media: and

3. For any request not described in (1) and (2) above, fees are
limted to reasomabl est andar dchar gesf or document search and
duplication.

C. Pee schedules are limited to only the direct costs of search, review
and duplication. Review costs are |imted to time spent during
the initial examination 0f a document t0 determine whether the
document must be di scl osed. Review costs cannot include tinme spent
in resolving issues of |aw or policy.

D. No fee may be charged t o requester in the subsections (2) and (3)
above
0 If the cost of routine collection and processing of t he
fee are |ikely to equal or exceed the amount of the fee; or

0 For the first two hours of search or for the first one
hundred pages ofduplication.

E. Fees will be paid by check, mmeyorderorcreditcardpayable to the
"U.S. Departnent of Health and Human Services" or to the unit as
directed in the billing invoi ce.
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Advance payment may not be required of a requester unless the requester
has failed to pay fees for an earlier request in a tinely fashion or
the FOI Officer has determined that the feew | | exceed $250.

Documents nust bsprovided wi thoutchargeor atareduced charge if
disclosure of the information is in the public interest because it is
likely to contribute significantly to public understanding of the
operations or activities of the Departnment and is not primarily in the
cammercial i nterest of the requester.

H. Requesters who have been denied a fee Waiver or reductionny appeal to

one of the reviewing authorities specified in [-120-10.

| - 12045 ANNUAL REPORT TO CONGRESS

A.

The 1974 amendments t0 the Freedam of Information Act require that

t he Department submit an annual report an or bef or e March 1 of each

cal endar year to the Speaker of the House and t 0 the President of t he
Senate for referral to the appropriate cunmttees of the Congress. The
repor t shoul di ncl ude:

The number of determ nations not to comply With requests
for records and the reasons for each determination;

The nunber of appeals and the reasons for the action
taken on each appeal that results in a denial of information;

The names and titles or positions of each person respnsible
for thedenial of records requested under this section and the
number of instances of participation for each;

The result of each proceeding involving the sanction provision
of the 1974 amendments, including a report of the disciplinary action
taken against the officer or employee who was primarily responsible

for inproperly withholding records, or an explanation of why
disciplinary action was not taken:

Acopyof every rule made in connection with the Freedom of
InformationAct :

Acopyof the fee schedule and the total amount of fees
collected for making records available: and
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7. Such other information as indicates efforts to properly
admini ster the Preedam Of Information Act. The Department's
Freedam Of Information Officer will coordinate the compilation of
data to be included in the annual report to Qongress and Will issue
instructions to public affairs officials an format and procedures.

B. Each FOIA official responsible for making initial determnations on
Freedam of [ nformation requests wll complete and forward to the
Department's Freedom of Information Officer on an annual basis a Freedom
of Information Act Report.
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maruaL.. ... GENERAL ADM NI STRATI ON

part 1 . . General

CHAPTER 1-121

REVI EW PROCEDURES FOR AUDI O- VI SUAL MATERI ALS

| -121-00 Purpose
10 Scope
20 Responsibility
30 Cearance for Procurenent
and Production
|-121-00 PURPOSE

This chapter sets forth procedures for the review and approva

of all audio-visual materials funded under HEW grants or

contracts and intended for use with the public.
|-121-10 SCOPE

A "Audio-visual materials" refers to motion pictures, videotape
productions, slide shows, filnstrips, audio recordings,
exhibitry or simlar materials, as well as to the steps
invol ved in procuring them including design, |ayout,
preparation of scripts, filmng or taping, sound recording
editing, fabrication, or other activities.

B. Audio-visual materials used or designed for use in the
following situations would routinely be considered as
intended for use with the public:

1. broadcast on commercial, CATV, or educational public
television facilities

2. showing in comerical movie houses;

3. showing in public places (i.e., airports, waiting roons,
bus or railroad depots, vacation resort facilities
conventions, exhibit halls, etc.); and

4. showi ng before civic associations, schools, clubs,
fraternal organizations, orsimlar lay groups

C. Coverage under this procedure is nodified asfollows:

L.

audi o-visual materials intended for use as a teaching
tool in a classroomsetting or as a training tool for
professional groups will be reviewed only as to
Department identification and proper procurenent
procedures; and

HEW TN-77.3 (4/1/77)

Supersedes Chapter [-121 (TN-72.3
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¢

(1-121-10 continued)

2. captioned film for the deaf (films not originally
produced for use with the deaf) shall be excluded
from these regulations, except as regards proper
Depart nent i dentification.

|-121-20 RESPONSIBILITY

A.  The Ofice of the Assistant Secretary for Public Affairs
(ASPA), Office of the Secretary, has primary responsibility
for the review and approval of all audio-visual materials
(except those produced in-house) purchased or made for use
with those publics identified in |-121-10 (SCOPE) above.

This review is made to ensure that films acquired or produced
w th HEW funds contain proper Departnment identification, do
not become a source of enbarrassment to the Departnent, and
assist the Department in the attainnent of programmatic

obj ecti ves.

B. It is the responsibility of ASPA to receive, review, and
approve (or disapprove) prior to the initiation of negotiations
requests for the procurement of audio-visual materials intended
for showng to the general public. ASPA will require review
and clearance of projects at appropriate stages of production
Or procurenent process.

|-121-30 CLEARANCE FOR PROCUREMENT AND PRODUCTI ON

A.  Follow the procedures specified in the HEW Procurement Mnual,
Subpart 3-4.5400 and the HEW Public Affairs Minagement System
Manual , Subpart 75.1.3, except that Revised Form 524A (Request
for Audiovisual Materials) is used in |lieu of a menmorandum
with the exception of procurement of exhibitry, which shall
be submtted in a menorandum

B.  ASPA reserves the right to review treatments, scripts, shooting
outlines, story boards, layouts, etc., in specific instances.
When such reviewis required, it will be identified at the tine
of clearance for procurenent.

c. Prior to submission to ASPA, HEW agenci es proposing an
audi ovisual project will clear the proposal with appropriate
authorities at the agency level in accordance with agency
requirenents.

i

GENERAL ADM NI STRATI ON TN 77.3 (47177
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CHAPTER 1-130
NOMINATION AND TUNCTIONING OF DESIGNATED AGENTS

1-130-00 Purpose
10 Definition
20 Policies
30 Responsibilities
40 Procedures
50 Pick up of Disbursements by the
Designated Agent or Messenger
60 Periodic Review
70 Form Supply

1-130-00 PURPOSE

This chapter establishes policies and procedures for designating
employees to serve as designated agents for the Treasury Depart-
ment to receive and distribute Treasury checks and United States
Savings Bonds.

1-130-10 DEFINITION

With respect to DHEW, a designated agent is an employee of the
Department who has been delegated authority to act for the
Division of Disbursement, Treasury Department for the purpose
of receiving and distributing checks and savings bonds.

1-130-20 POLICIES

A. Heads of installations or their designees are to recommend
designated agents by position title to the Director of the
Servicing U.S. Treasury Disbursing Center for approval.
Alternate agents may be recommended where needed.

B. The number of designated agents to serve a given organization,
or a group of organizations, should be restricted to the
fewest required to distribute checks and/or bonds. 1In the
field, this generally means one designated agent at one
physical location.

C. Designated agents as a minimum are to be section heads,
administrative officers, or other persons of equivalent
status. However, the actual physical distribution of checks
to individual employees may be performed by one or more
responsible employees in an installation or an organization-
al unit.

TN-77.2 (3/29/77) Sinarsedes Chapter 1-130 (TN-69.12 and 70.6)
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1-130-20 (continued)

In the interest of internal control, no person or position
having duties of a certifying officer or otherwise direct-
ly or indirectly involved (as timekeepers are) in the
preparation of payrolls or voucher s:chedules may be desig-
nated as an agent to distribute checks and bonds. The
Director of the Treasury Disbursing Office will consider
waiver of this requirement in unusual circumstances where
the separation of duties may not be feasible. When a waiver
is requested, a memorandum citing the reason must be
submitted with the SF 1195.

1-130-30 RESPONSIBILITIES

A,

The Division of Central Payroll is the official Department
contact point for matters dealing with the designation of
agents for salary checks and savings bonds,

On matters dealing with the designation of agents for pay-
ments (other than salary checks and savings bonds)
disbursed by a Treasury Regional Disbursing Office, DHEW
offices should forward communications through normal
administrative channels to the Treasury Regional Disbursing
Office for their immediate area.

The responsibilities of a designated agent are set forth in {
the notification of delegation received from the Treasury b
Disbursing Office.

1-130-40 PROCEDURES

A.

Prgpération of Treasury Departmen: SF 1195

SF 1195, "Recommendation and Designation of Agent to Receive
and Deliver Salary Checks and Savings 3onds,'" is required in
all cases of: (1) designation or revocation of Gcesignated
agents, (2) changes in position title of a desigacted agent,
and (3) changes in timekeeper numbers applicable to a
designated agent.

The recommending office is to prepare Section I “see Exhibit
X 1-130-1) as follows:

1. Title and complete address of the Trezsury Disbursing
Office. All notifications of actions fcr salary checks
and bonds should be addressed o the Director, Washing-
ton Disbursing Center, P.0. Box 2229, Washington, D.Z.
20226,

2. Date.

GENERAL ADMINISTRATION
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1-130-40 (continued)

3. Position title of the designated agent or the
employee nominated to be a designated agent.

4. Timekeeper number (and/or designated agent number
for commissioned personnel).

5. Organizational unit of the designated agent.

6. Address of designated agent. Care should be taken to
state the mailing address as clearly and concisely as
possible. A mailing address should never include
both a Post Office box number and a street address. .
It must always include the zip code. Use organization-
al titles familiar to local postal authorities.

7. Position title of designated agent.

8. 1Items to be received and distributed by the designated
agent, such as salary, travel, stipend or cashier
checks, and/or savings bonds.

9. Address of designated agent.

10. Position title of designated agent.

11. Signature of designated agent. Required for payments
other than salary (such as travel, cashier, or stipend
checks), or when checks are to be picked up direct
from the disbursing office by the designated agent or

a messenger on his behalf.

12. Position title and applicable timekeeper number of
designated agent being revoked.

13. Signature of Recommending Officer
14, Title of Recommending Officer.
15. Address of Recommending Officer,
Note: The Division of Central Payroll will complete Items 13,

14 and 15 for all recommendation and designation of
agents to receive salary checks and savings bonds.

TN-77.2 (3/29/77) GENERAL ADMINISTRATION
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1-130-40 (continued) i

B. Submission of SF 1195 and Form Letters

1. The recommending officer should send all SF 1195s for
salary checks and bonds with a cover letter (See
Exhibit X 1-130-2) to the Director, Washington Dis-
bursing Center, through the Director, Division of
Central Payroll (DCP), P.O. Box 2229, Washington, D.C.
20013. The Director of DCP or his designee will sign
the SF 1195s and forward them to the Washington
Disbursing Center.

2. 1f the SF 1195 is to go to a Treasury Regional
‘ Disbursing Office for payments other than salary, it
should be sent directly to the appropriate Treasury
Regional Disbursing Office.

3. Whenever any of the actions cited below in Paragraphs
‘D, E, or F involve designated agents for salary checks
and bonds, a form letter should be prepared and for-
warded with the SF 1195 to Director, Division of Central
Payroll, DHEW, P.0. Box 2229, Washington, D.C. 20013.

C. Notification by Treasury Department of ‘cceptance or
Disapproval of Agent {

The Director of the Disbursing Center will designate or/and
revoke the agent by title on Section II of the SF 1195 and
will forward a copy to the agent for his files.

D. Notification of Cancellation by Recommending Officers

1. When there is an addition or ‘deletion to be made in a
group of timekeeper numbers applicable to a designated
agent for salary checks, the complete designation must
be cancelled and then redesignated for the corrected
timekeeper numbers. The same holds true when the
position title of a designated agent changes.

2, For a cancellation, the position title of the designated
agent or the alternate agent, and applicable timekeeper
numbers should be included (see Exhibit X 1-130-3).

E. Notification of Changes in Designated Agents

Delegation by position title allows personnel changes to be
made in this. function without notification to the Treasury
Department. Therefore, the position recommended should be
one in which frequent changes are not expected (see Ex-
hibit X 1-130-4).

GENERAL ADMINISTRATION TN-77.2 (3/29/77)
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1-130-40 (continued)

1-130-50

1-130-60

1-130-70

F. Notification of Change in Mailing Address Only

The submission of a SF 1195 is not required. A letter
will suffice (see Exhibit X - 1-130-5).

PICK UP OF DISBURSEMENTS BY THE DESIGNATED AGENT OR MESSENGER

A. If it is the practice of an organization to have the
designated agent or a messenger pick up checks and bonds
at the Treasury Disbursing Office, the signature of the
designated agent must appear on the SF 1195, Item 11,
when it is submitted by the Treasury Disbursing Center.

B. When an agent sends a messenger to the Treasury Disbursing
Office to pick up checks and/or bonds, the designated agent
must prepare a written request bearing his signature and
that of the messenger (see Exhibit X-1-130-6), An
authorized messenger can continue to pick up checks and
bonds until the request is withdrawn.

C. Prompt cancellation of authority must be requested when an
individual is no longer authorized to pick up checks and
bonds. c

PERIODIC REVIEW

Each office which has a designated agent should make an annual
review during the second quarter of each fiscal year to assure
that the assignment is proper and that the data regarding
position title, timekeeper number, etc., are current. It

also should make such review whenever the function has been
significantly affected by moves of large groups of employees,
reorganization, or other circumstances.

FORM SUPPLY

Standard Form 1195, "Recommendation and Designation of Agent
to Receive and Deliver Checks and Savings Bonds,' may be pur-
chased through normal requisitioning procedures or from
General Services Administration, Federal Supply Division,
Region 3, 7th and D Streets, S.W., Washington, D.C. 20407.
GSA stock number is 7540-935-5886.

TN-77.2 (3/29/77)
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( GENERAL ADMINISTRATION EXHIBIT X1-130-1
Sadued Form 1193 RECOMMENDATION AND DESIGNATION OF AGENT
TR rees of Aceoums ¥ YO RECEIVE AND DELIVER CHECKS
Comvuren N 143 (Revrsed) AND SAVINGS BONDS

10.

11.

12.

SECTION 1 (1o be completed by agency)

NAME AND LOCATION OF DISSURSING OMCER 2. September 30, 1978
Director, Washington Disbursing Center {Date)

P.0. Box 2229, Washington, D.C. 20226

MAME OF INDIVIDUAL OR POSITION Trh 4, |P!.'i.l’lci_pal for TK# 00065

Administrative Officer

aceney  DHEW
Branch
Post Office Box Number or Street Address
aoress City and State with Zip Code
It is 1 ded that Administrative Officer

{ Position Tith or Name if o ladividual)
be designated as Designated Agent for the below named disbursing officer to receive and distribute
Ssalary Checks and U.S. Savings Bonds
(indicase whetber Checks {and type of chech) and/or Sarings Bonds)

. The individaal d or pying the position named is not an suthorized certifying officer and is not connected with the
preparation of salary payrolls or savings bond issuance schedules. The position r ded above for d d agent is st 2 level

no lower than the head of a section.
The name and sddress of the individual or position title, snd the signature (where required) of the individual named or

occupying the position are shown below.

P.0. Box or Street Address 13,
city, State and Zip Code (See Note on page 3 of
{Name snd Address of Agent) N (Signature of Recommending Oficer)
Administrative Officer 14. chapter 1-130-40 for completion
(Name of Posstion Tisic) ( Title)
wm 15.  of these three items)
I of Individual Desi J by (Address)

Name or of Incusbent of Designaied
Position, If Reguired)

.

Executive Officer, Principal for TK# 00065

(Name of Individual or Position to be
Revoked. If Any)

SECTION M (to be completed by disbursing officer)

In accordance with provisions of 3 U.S.C. 124-132, Note (1964 Ed.), authority is hereby delegated to the above-named em-
ployee or pusition title to act as sgent of the disbursing officer for the purpose of receiving and distributing such checks and/or
United States savings bonds as are indicated above. The Designated Agent will be guided by the instructions printed on the reverse
hereof and such other instructions as may be directed to him from time to time. The checks and bonds will be forwarded with.
out requirement of receipt, so long as the Designated Agent is employed in the adminiscrative office or until the delegation is
revoked.

DESIGNATION FOR APPROYED
{Name of Agent or Pesitron )

(Date of Actron)

DESIGNATION FOR, REVOKED,
{Name of Agemi or Poisticu)

{Dute of Aciren)

1 Siguaiure of [Disburiing Offcer)
H195 108

Ts-77.2 (3/29/77) : Supersedes Xi-130-1 (IN~70.6 )
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GENERAL ADMINISTRATION COVERING LETTER FOR SF 1195 EXHIBIT X1-130-2 . »

Originating Office

Date

Director, Division of Central Payroll
P. 0. Box 1620
Washington, D.C. 20013

Dear Sir:

Enclosed is Treasury Department Form SF-1195 recommending
delegation of authority to act as agent for the Treasury
Department for the purpose of receiving and distributing
salary checks and U. S. Savings Bonds to the following
position:

Administrative Officer

Principal for T K #

DHEW Organizational Unit

Division [
P. 0. Box, or Street Address
City, State and Zip Code

The individual occupying the position named is not an
authorized certifying officer and is not connected with
the preparation of salary payrolls or savings bond
issuance schedules. The position recommended above for
designated agent is at a level no lower than the head
of a section.

Sincerely yours,

Name of recommending officer
Title of recommending officer

Enclosure

t

Supersedes X1-130-2 (TN-70.6) TN-77.2 (3/29/77)




GENERAL ADMINISTRATION COVERING LETTER FOR CANCELLING DESIGNATION  EXHISIT X1-130-3

Originating Office

Date

Director, Division of Central Payroll
P. 0. Box 1620
Washington, D.C. 20013

Dear Sir:

It is requested that the delegation of the following designated
agent be cancelled:

Administrative Officer
Principal for T K #

DHEW Organizational Unit
Division

P. 0. Box, or Street Address
City, State and Zip Code

Sincerely yours,

Name of recommending officer

IN-~77.2 (3/29/77) Supersedes Xi1-130-3 (TN-69.12)




GENERAL ADMINISTRATION COVERING LETTER FOR AMENDING DESIGNATION  EXHIBIT X1-130-

Originating Office
Date

Director, Division of Central Payroll
P. 0. Box 1620
Washington, D.C. 20013

Dear Sir:

It is requested that the delegation of the following
designated agent be amended as shown below:

From: Administrative Officer
Principal for T K #
DHEW Organizational Unit
Division
P. 0. Box, or Street Address
City, State and Zip Code

To: Staff Assistant {
Principal for T K #
DHEW Organizational Unit
Division
P. 0. Box, or Street Address
City, State and Zip Code

The individual occupying the position named is not an
authorized certifying officer and is not connected with
the preparation of salary payrolls or savings bond
issurance schedules. The position recommended above for
designated agent is at a level no lower than the head

of a section.

Sincerely yours,

Name of recommending officer
Title of recommending officer

Enclosure SF-1195

{

Supersedes X1-130-4 (TN-70.6) IN-77.2 (3/29/77)
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Originating Office

Date

Director, Division of Central Payroll
P. 0. Box 1620
Washington, D.C. 20013

Dear Sir:

It is requested that the mailing address of the following designated
agent be corrected as shown below:

From: Administrative Office
Principal for T K #
DHEW Organizational Unit
Division
01d P. 0. Box, or Street Address
City, State and Zip Code

To: Administrative Officer
Principal for T K #
DHEW Organizational Unit
Division
New P. 0. Box, or Street Addiess
City, State and Zip Code

Sincerely yours,

Name of recommending officer

To-77.2 (3/29/77) Supersedes X1-130-5 (Tu-69.12)



LERAL ADMINISTRATION

AUTHORIZATION TO PICK UP CHECKS EXHIBIT X1-130-6

A g

United States Government

MEMORANDUM
TO 1 2/
FROM : 3/

SUBJECT: Authorization of Messenger to Pick Up Disbursement(s)

It is requested that 4/ whose signature appears

below, be permitted to receive 5/

for delivery to me as Designated Agent.

§/ (

7/
8/

1/ Insert date. 9/

2/ Insert location of Director, Disbursing Center.

3/ Insert organizational office.

4/ Insert name of messenger.

5/ Insert type of payment(s)

6/ Insert signature of messenger.

7/ Insert signature of designated agent.

8/ Insert name of designated agent.

9/ Insert timekeeper and/or designated agent number(s)

when applicable.

\

Supersedes X1-130-6 (TN-69.12) TN-77.2 (3/29/77)
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1-140-00 Purpose
10 Establishment of Function

20 Resnronsibilities of Payroll
Liaison Representative

1-140-00 PURPOSE

This Chanter discusses the nayroll liaison function and
clarifies the responsibilities of the pavyroll liaison
representative.

1-140-10 ESTABLISHMENT OF FUNCTION

The payroll liaison function has been established at local
operating levels to provide a noint of communication between
the emnlovees of HEW and the Division of Central Payroll and
Renorts Processing (DCPRP) and/or the Servicing Personnel
Office (SP0). Tne purpose of the communication is to nrovide
emnlovees qgeneral information about navroll changes and to
assist the emnlovee, DCPRP, or the SPO in resolving errors
in pav or leave. Often, payvroll liaison duties are assianed

( ‘ to an employee to perform on a part-time basis. Mananers

* assign the function to employees located in such organizations
as finance, administration, or personnel, When the function
is located in a nersonnel office, the person performing
payroll liaison must not be an emnlovee who nrocesses nersonnel
actions, or serves as a designated agent to receive and
distribute Treasury checks and United States Savinas Bonds.

1-140-20  RESPONSIBILITIES OF PAYROLL LIAISON REPPESENTATIVE

A. Receives calls from DCPRP on matters that affect emnlovees
navro]] checks and advises timekeerers, administrative
officers, and emplovees as apnronriate.

L. Receives all inauiries from emnlovees and timekeenars about
errors in pravroll checks. Calls the contact in DCPRP with
renard to critical errors; requests HEY 411 "Pavroll
Motification Form" on all other errors.

C. Reviews Forms HEW 411-A "Error Notice" and 411-D "Leave
Error Notice" for comnleteness. Refers all Form 411-As
concernine the SF-50 to SPO; others to DCPPRP,

HEW TN-77.6 (5/17/77)
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1-140-20 (continued)

D. Obtains and forwards corrected T and A cards to DCPRP in
emera2ncy situations.

E. Notifies DCPRP of checks lost after deliverv of check. Insures
that a brief statement signed by emnlovee outlininqg the
circumstances involvina the lost check is included.

F. fGives quidance tn timekeeners and emnlovees on how tn
complete error notices,

f. (btains a siqgnature card for every timekeener and alternate
timekeeper and forwards to DCPRP.

H. Reviews SF-1195,"Pecommendation and Desianatinn of faent to
Receive and Deliver Checks and ‘Savinas 8nnds", to insure
completeness and transmits to DCPRP,

GENERAL ADMINISTRATION ' TN-77.6 (5/17/77)
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Subj ect: MAJOR SYSTEM ACQUI SI TI ONS
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Exhi bi t
1-150-A  Ofice of Mnagenment and Budget (OVB) Circular No, A-
109, dated April 5, 1976 - jor System Acquisitions

f-150-00  PURPOSE

This chapter prescribes Departmental policies, procedures! and

responsibilities for inplementing the provisions of OMB Grcular
NO.  A-109, Major Systems Acquisitions.

J-150-10 SCOPE

This chapter applies to all Departnental organizational elenents
and shall be used in conjunction with OMB Grcular No. A-109 (See

Exhibit 1-150-A) to obtain a conprehensive know edge of the ngjor
system acquisitions concept.

J-150-20 POLICY

The Departnment shall adhere to the objectives and guidance stated
in OB Crcular No. A-109 and this chapter to ensure the

effectiveness and efficiency of the process of acquiring a najor
system

f-150-30 BACKGROUND

OMB Gircular No. A-109 (the Grcular) establishes Government-w de
polic?/. pertaining to the acquisition of a major system and
establishes specific policy and procedural requirenents for

i npl ementation by Executive agencies and departnents.
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The Circular provides for:

A.

Top level nanagenent attention to the determnation of
Departnental mssion needs and goals:

An integrated systematic approach for establishing mssion
needs, and for budgeting, contracting, and nanagi ng prograns;

| nproved opportunities for innovative private sector
contributions to national needs: and

Early comunications with Congress and OMB in the
acquisition process by relating mjor system acquisitions to
Departmental m ssion needs and goals.

f-150-40 DEFI NI TI ONS

A

Major system. OMB Circular No. A-109 defines a major system

as ®that conbination of elements that will function to

produce the capabilities required to fulfill a mssion

need. The elements may include, for exanple, hardware,

equi pment, software, construction, or other inprovenents

or real property.” In addition, the Grcular expresses

the basic rragor system acquisition criteria in terns of

programs that:

1. Are directed at, and critical to, fulfilling a
Departmental m ssion:

2. Entail the allocation of relatively large resources; and
3. Warrant special nanagenent attention.

The Departnment has established a dollar threshold of $100
mllion (and above) to further define the parameters of a
major system  Any proposed acquisition neeting these four
criteria shall be considered a mgjor system and shall be
acquired through the application of the A-109 policy. The
Secretary may also decide to apply the A-109 policy to any
acqui sition having an estimated system cost between $60
mllion and $100 mllion which neets the three basic OVB
maj or system criteria. ( See 1-150-60C2) .



HHS Chapter [-150 Page 3
CGeneral Admnistration Manual
HHS Transmittal 90.04 (8/15/90)

B. Mission Need. A mssion need is described as the capability
required to acconmplish a Departmental mssion or to
effectively pursue a scientific, technological, or other
opportunity related to a Departmental mssion, including cost
and schedule considerations. Mssion needs may be identified
through Departnental analyses or through studies directed by
appropriate executive or legislative authorities.

C. Mission Need Statemegt.. A mssion need statement explains
the mssion need by stating the purpose of the m ssion,
capability, Departmental activities involved, tine _
constraints, value or worth of neeting_the need, relative
priority, and operating constraints. ~The mission need
statement expresses needs and program objectives in mssion
terms rather than in equipnent terms to encourage innovation
and conpetition in the private sector.

J-150-50 CENERAL

The O fice of Mnagement and Budget has enphasized that

I mpl enentation of the A-109 policy will serve to shorten the
acqui sition cycle by providing a methodical or systematic
approach to a logical sequence of acquisition events and involve
top managenent in all stages of the acquisition process, from
start to finish, allowing for continual control and monitoring of
the system process.

The followng briefly indicate the major steps enconpassing a
typical major system acquisition:

A Analyze m ssion.

B. Evaluate and reconcile needs in context of m ssion,
resources, and priorities.

c. Determne mssion need.

D. Prepare mssion need statenent.

E. Submt mssion need statenment to Secretary for approval.
F. Submt mssion need to Congress via budget process.
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K.

Desi gnate a Program Manager.

- Tailor an acquisition strategy and develop plans.
- Develop solicitation for alternate system design concepts.

Conpetitively explore alternate system design concepts by
contract.

Sel ect conpetitive system design concepts to be advanced to a
test/denonstration phase gr obtain Secretarial authorization
to proceed with the devel opnent of a nonconpetitive (single
concept) system

Conduct conpetitive denonstrations.

Sel ect concept(s) and enter into full scale devel opnent,
test, evaluation, and initial inplementation or production.

Commt system to full inplementation or production.

The need for the acquisition of a major system or a system
nmeeting the three basic OMB criteria (excluding the $100
mllion dollar threshold) wll be formally identified prior
to the initial budget request review process and submitted to
the Secretary for approval. The mmjor system wll be
indicated in the budget request submtted to the Deputy
Assistant Secretary, Budget during the initial budget review
process. (See 1-150-60C2.)

The mssion need normally is comunicated to OMB informally
during the analysis and witing of the mssion need
stat enent .

After approval by the Secretary, the mssion need is
communi cated to Congress during the budget process in
accordance with OMB Grcular Nos. A-10 and A-11.

Approval of the mssion need statement begins the search for
m ssion need solutions by approving authority to

conpetltlvel¥ explore alternative system design concepts by
contract. his initial approval and the establishment of a
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system acquisition_\orogram does not auto.rraticallé nean that a
new major system will eventually be acquired. ased on an
approved need, designated Departnent activities may continue
to analyze other optional neans of satisfying the need in
parallel with the contractual exploration of alternative
systenms which may, as devel opnent proceeds, prove

unaccept abl e. his evaluation of options, including the
alternative system design concepts, provides the basis for
subsequent key decisions in the major system acquisition
process.

A program manager should be designated and provided a charter
for each mmjor system acquisition program as soon as possible
after the mssion need has been approved. The program manager
will be responsible for developing the acquisition strategy
and plans and soliciting alternate system design concepts.

After prospective contractors have submtted offers based upon
the solicitation and the offers evaluated by a panel of
experts, multiple contracts are awarded to further
conpetitively explore the alternative concepts, contractual
efforts are evaluated, and the program manager reconmends
selected concepts for conpetitive denonstration.

The Secretary exercises the second key decision by conmtting
the continued expenditure of resources to meet thé mssion
need and selecting the proposed system concepts for
denonstration and eval uation.

Conpetitive denonstrations are intended to verify that the
chosen concepts are sound, perform in an operational
environment,and provide a basis for selection of the system
design concept(s) to be continued into full-scale devel opnent
and initial inplementation (or full 1nplenmentation).

At the conpletion of the evaluation of the conpetitive system
alternatives, the program manager updates the acquisition
strategy and the anticipated cost and schedule data and
forwards these itens, along with the evaluation results and
his reconmendation, to the Secretary for the third key
decision--sel ection of the system deslgn.conceptgs). to enter
into full scale development and initial inplenentation.
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This phase should verify that the chosen system design
concept(s) is sound and the risks are acceptable.

The final decision reserved for the Secretary is the
authorization of full inplementation of the mjor system
needed to satisfy the mssion need.

1-150-60 MAJOR DUTIES AND RESPONSIBILITIES

A Secretary. The Secretary makes the initial determnation as
to which programs will be subject to the nmmjor system
acquisition process. Once the program has been designat ed,
the Secretary nust be kept apprised of its progress, and
therefore, shall make the four key decisions involved in a
maj or system acquisition. They are:

1. Approval of mssion need statenment (ldentification and
detinition of a specific mssion need to be fulfilled,
the relative priority assigned within the Department,
and the general magnitude of resources that nay be
I nvested).

2. Selection of conpetitively derived system design
concepts to bhe advanced to a test/denonstration phase
or authorization to proceed with the devel opment of a
nonconpetitive (single concept) system

3. Comm tment of a system to full-scale devel opnment and
initial inplementation of limted production.

4. Commtnent of a system to full inplementation or
production.

In cases where nore than one Operating Division (OPDIV), or
O her major Departnental act|V|t%/ Is 1nvolved in the .

acgwsmon of a mgjor system fhe Secretary will determne
and assign the roles and responsibilities of each activity.

B. A itio ecutive.

L. The Acquisition Executive is responsible for
integrating and unifying the Departnent's nmgjor system
acquisition management process and for nonitoring "the
i mpl enentation of the A-109 policy and the practical
applications under that policy.
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C. Heads of oppIv's. Heads of CPDIV Maio

The Acquisition Executive is not responsible for
conducting the major system acquisition; that .
responsibrlity remins ‘with the Departmental activity
which has identified the requirenment for the major

sys[tjem that wll acconmplish that activity's nission
need.

The Departmental Acquisition Executive (DAB) is the
Assistant Secretary for Management and Budget (ASMB).
This appoi ntment has been made by the Secretary because
the ASMB is responsible for the primary functional
areas pertinent to the major system acquisition
process.

The DAE shall evaluate each of the four key decision
recormendations prior to submssion to the Secretar
and shall be kept inforned regarding all actions taken
under a mmjor System acquisition process.

In cases where nore than one OPDIV or other najor
Departmental activity is involved in the acquisition of
a myjor system the DAE wll nake recommendations to
the Secretary regarding the roles and responsibilities
of each activity.

lrectors.

Heads of opbIV's, heads of OPDIV mamjor elenents, assistant
secretaries, heads of OS staff offices, and regional
directors are responsible for:

1.
2.

| dentifying mssion needs;

Notifying the Secretary of major system and possible
maj or system acquisitions, (Approxinately three
nonths prior to the initial budget regquest subm ssion
to the Deputy Assistant Secretary, Budget, a nenmorandum
shall be prepared and submtted to the Secretary,
through the DAE, identifying each proposed nmmjor system
acqui sition neeting the four criteria, each proposed
mgj or system acquisition neeting the three OMB criteria
and having an approxinmte cost ranging between $60 M
and $100 M, and each proposed acquisition not neeting
one or nore of the three OMB criteria but having an
approxi mte cost ranging between $60 M and $100 M
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10.

11.

Each acquisition shall be ranked as to its priority in
the overall budget plan. Justifications and rationale
supportin% the determnation that each acquisition
between $60 M and $100 M neets or fails to neet the
maj or system acquisition criteria shall be included in
the nenbrandum =~ The Secretary will approve or

di sapProve each acquisition, and a copy of the
Secretary's determnations will be furnished the Deputy
Assistant Secretary, Budget. Upon receipt of the
Secretary's deternination, the head of the OPDIV, etc.
will add the approved acquisitions to the initial
budget request subm ssions.)

Assisting the Secretary, through the DAE, in making the
four key decisions:

Designating a program manager for each mgjor system
acqur si tion:

Devel oping the program manager's charter in ,
coordination with the program manager, and providing It
to the DAE for approval:

Ensuring the program manager fulfills the requisite
responsibilities and discharges the duties in
accordance with the Crcular and this chapter;

Beconming famliar with the requirenents of the Grcular
and this chapter and ensuring staffs become famliar
with the requirenents.

| npl enmenting the requirements of the Circular and this
chapter:

Adhering to all principles and requirenents concerning
maj or system acquisition policies and procedures:

Establishing and maintaini n? clear lines of authority,
responsibility, and accountability for the management

of each mgjor system acquisition program and

Abol i shing and precluding managenent |ayering and the
pl acement of excessive reporting requirenments on
program managers and contractors.
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D. Deputy Assistant Secretary, Buduet. The Deputy Assistant
Secretary, Budget is responsible for:

1. Providing guidance to the heads of the oOPDIV's etc.
regarding the identification of major system
acquisitions in all budget subm ssions;

2. ldentifying mjor system acquisitions during budget
reviews and indicating them to the Secretary during his
review and

3. Verifying that major system acquisitions are accurately

reported and assigned a relative priority ranking in
budget submissions, based upon the Secréetary's approval
det erm nati ons.

E.  Program Manaaer.

1. A program manager is to be appointed for each najor
system acqui sition.

2. The program nmanager nust thoroughly understand what is

involved in the major system understand user needs and

constraints, and possesS requisite management skills
and experience. he program nanager is to be provided
W th budget guidance and a witten charter outlining
specific authorities, responsibilities, and
accountabilities for acconplishing the program
objectives.  However, nanagement layering wll be
mniml to preclude restricting the program manager.
Necessary resources Wl be made available to the
program manager to fulfill the mssion need.

3. The program manager ideally should be a multi-

di sciplined, experienced manager with sufficient tenure

and interest in the pro?ramto provide continuity wth
full personal accountability for action taken. he
organi zation and managenment |evel of the program
manager should be consistent with the inportance and
scope of the program A basic know edge of past
experience with the particular program area is a highly
desirable prerequisite for the program manager.
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The program manager is to be provided with a charter to
serve as a formof a contract between the program
manager and the Departnment 1CPDIV). This charter,

which is devel oped specifically for each major system
acqui sition program sets forth the scope, obH]ec i ves,
activities, organization and conposition of the program
manager's major system acquisition team ,
responsi bilities, ~and the nethod of operations. Line
and staff |evels and |ines of ._au.thorit:%‘I and
accountability should be identified. [

program objectives should be stated in mssion need
terms and the manner of presentation should not
preclude any viable alternative solutions.

An initial responsibility of the program manager should
be to recruit a staff or identify a teamwth the
requisite skills and experience to nanage the assigned
project. Since acquisition personnel play a vital role
In the A-109 process, they should be included at the
earliest practicable point.

One of the program manager's first tasks will be to
develop an acquisition strategy and plan. This wll
require that the program manager's team think through
the acquisition process and the nyriad of individual
consi derations involved. Based upon this review and
evaluation, the factors nust be integrated and bl ended
to achieve the program objective(s) in an economcal,
effective, and efficient manner. 'In developing a
system acquisition strategy, considerable thought
shoul d be given to specific pro&;ram goals and

obj ectives.  The approach should not “be constrained by
past routine practices or follow a "school book"
solution--the acquisition strategy is to be tailored to
the mssion need.

The strategy should form the basis for the program
manager's system acquisition plan. The plan should be
used to communicate wth higher authority, the
management team and industry. The plan also should
provide the means of measuring acconplishnents and
risks and handling contingencies as the program
progresses. At program initiation, it is neither
possible nor desirable to address all considerations
in detail. It is possible and desirable, however, to
exam ne and schedule when decisions on each
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consideration can and nust be made throughout the
acquisition process, that is, to develop and report
mlestones. Also, there should be a neans of refining
the strategy and plan as the program proceeds.

8. The program nanager is responsible for preparing, and
submtting to the DAE through established managenent
channels, the acquisition strategy, the acquisition
plan, and the key decision anal yses, findings, and
reconmendat i ons. Wien devel oping the acquisition plan,
the program manager shall provide for a schedule to
report pertinent mlestones throughout the system
acquisition process to indicate progress and
interrelationships with the objectives of the Grcular.
These mlestone reports shall also be submtted to the
DAE for review

| -150-70 TRAI NI NG

Training needs will be identified as the Department becomnes

involved with the application of the major system acquisition
policy. Program managers and other personnel to be directly
i nvol ved shall be required to attend formal training sessions
sponsored by the Federal governnent.
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EXECUTIVE OFFICE OF THE PRESIDENT
OFFISE OF MANAGEMENT ANS BUDGET
WASKINGTON, D.C. 20303

April 8, 1976 CIRCULAR HO A-109

TO TEE HEADS OF ENECUTIVE DEPARTMENTS AND ESTASLISREMENTS
SUBJECT: Majoz System Acquisitions

1. Ppuzpose. #au¥e Circul ar e stcblishcs pslicies,to be
£followec by executl ve brzanch agencl es in the l“u&sltlon cl.
major sysiens.

2. Backaround. The @ [HIOO+XX)M of major systens by the
Federa Government constitutes one of the most grucia an2
expensive activities pezformed to meet naticnal needs. Izs
impast is critical en t echnol ogy, on the nRation's ® conozic
and fiscal pclicies, and On the accomplishment Of Government
agency missions in SUCh £ields as defernse, space, energy and
trensposteticn. Fora number of yeers, ttcrc has besndeep
Concern over the eaffsctiveness Of the management of major
svsten acguisitions. The report of t he Conmission o=
Goverrnent Procurerment recommended basic changes to impreve
the prosess of aeguiring major systems. This Cireular is
bated or executive branch eonsideration of the Cormission's
recomnendations.

3. Responsibilitv. EZach ageney head her the responsibility
to edrfure that the.provisions of this Circular aze followed.
Thi s Ciseular provides aéministrative direction to heads Of
agencies gnd does NOt establish and shall not be construe?
to crezte any substantive gz procedusal basis foOr any persen
to challenge any agency aSsion ©r inaction on the basis thas
such action wasnetin @ MOESmMeN) wishthis Circular.

4. Coverage. This Cizeular covers anéd applies to:

a. Management Of t h e scquisition of medor systems,
including: ¢ Analysis of agency missions . Detesmination -oz-¢
mission needs . Settimg ef pregsam  eljectives  °
Determiratien of system requircnerts * System prograns
plannine . Budgeting °* funding *® Rtstbrch « Erginecring .
Deve lcprent & Testing and evaluation . Costrasting '
Toductaon . Program a n d management control ! Introductien

(Ho. A=10%)
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of the system .into, use or otherwise sgucsessful & chievemen:
of program obj ecti ves.

b. Al pregrams for the ® cpufsition of major systems
even though:

(1) The systemi s one-oi -a-kind.

(2) The ageacy's invelvement in the systemis
limited to the development Of demonstrzatzion Razdwaze f OF
%ptio.-.al use by the pzivate seetes rather "thasmi~Zer the

9ency’r ewn use.

8. Definitions. As used in this Cireular:

a. Evecutive e cenev (hereinafterrefersed toas ® 9enq)
mear.s ah  exesuiive deparzment, and an  indepancden:
establishnment within ehe neaning of seetions 101 anéd 104(1),
zespectively, Oof Title §, United states Code.

b. Aceney comsonent maans a  major erganizatienal
gubdivision of SN e LOIMN & For example: [he army, Navy, Air
Par ee, and Defemse Suppiy Agency aze ® gtn=y componants of
the Deparement o: SM AN WM, G @ Fecderal Aviaticn
Adrministration, Usban Mass Tsenasporsafion Adninistratich,
and the Federal Bighway Admipistritios eTe @ (ancy cemponents
Of the Department of Trinsportation.

€. Agencv missions means those responsibilities for
neeting national NEEAS assigned to a specific agenecy.

8. Mission need means a required eapedbility wishin an
agency's” ovesa purpose, includiamg COSt an! schedul e
consi der ati ons.

e . Proeram objectives means the capabilizy, €95t an
schecuie GoOLls ein¢ sought by the systen acguisition
progran in response to a rission need.

f. Proezem means an organized set - ©f activities
directed toward a eemmon purpose, objective, oz goal
undartakcn or proposed by an @ 9mcy I n srder t® carry
out responsibilities assigned to it.

. Systom degiagn eencept means an idea expresses in
terrs : gencrel pecformance, capabilitres, and

charactesisczices of hardware and software oriented either ¢

(No. A-109)
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operate Or to be operated as an integrated whole in meeting
4 M SSI 0N need.

h. Major system means that corhination of elements. that
will functaon togttner to product the capabilities required
tofulfill a&a m ssion need. Thetlitmtnts nay i ncl ude, for
example, hardware, equipment, software, const:\;ction, or
other Inprovenents or real property. Major sgystem
acquisition  prograns. are those programs that (1) are
directed at andcritical tofulfilling an sgenecy mision,
(2) entail the allocation of relatively | arge ressurces,tnd
(3) warrant special managtncnt attention. Additional
criteria and relative = dollar thresholds for the
determination of tgtncy programs to be considered majers
syseerss under the purview of this €Cirecular, may bt
established at the discretien of the agency head.

i. ©Ofgtem accuisition process nmeans the seguence
acquisitien acstivaties  starting from the agency s
recongilistion Of its mission needs, With itscapabilities,
priorities and  zesources, and extendln? through the
introduction o» e gystem into operational wuse o r the
ot herwi se sucéessful achievement of progzam obj ecti ves.

9. Lifec cyele cost means thesumtotal of the direct,
indireet, rtcurrrngnonrecurring, and other gelated costs

incurred: or estimated to be incurred, 1n ¢he design,
develepment, production, operation, maintenance and support
6f ¢ mijr system over its anticipated useful [|ift span.

6. General poliey. The policies of .this Circular trt
fesaq.{'c"’.: to assure t_hetPftCtht ness and efficiency orthe
FToSess o f gcquiring nmajor syssems.  They are based on the
sereral Po|jcy that federal agtncits, vhtn acquiring major
t7siems, will: )

e .2 Express needs and program Obj ecti ves in M ssion
terms 8ad not equipment terms to encourage |nnovation and
aeasiiiiea in  creating, exploring, and evel opi ng

native system desi gn concepts.

,V..:; Plece emphasis on the initial activities of the
el ,‘c_fff|f=:— Sition process t0 allow CONpetitive exploration
feas CFT2tove system desi gn concepts i N response tomni ssion

TceZs.,

(No. A-109)
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C.  Communicate W th Congress early in the  system
acqui sition process by relating _major system acquisitica
program to agency m Ssion needs. ~ Thi's communication shoul d
fcllow the requirements of Office. of Management and Budget
(0MB) Circular NO.  A-10 concerning i nfornmation related to
budget estimates and related mat er 1 al s.

d. Establish eclear |ines of authority responsibility,
and _ accountability for managenent of major system
acqui sition programs. utilizeappropriatenantgtrial |evels
in dt ci si onnaki ng, and obtain agency head approval at key
decision points in ¢the evolution of eaech acquisition

program.

e. Designate a focal point respensible f Or integrating
and unifying the system acqpiﬁitian management process and
meaitoring policy inpltmentation.

. Relg on private industry in accordance with the
policy established by omp Circular No. A-76.

R e 80oi Sitian manacement O0bjectives. Each
‘ %D'TTDU@'}O major systems SNoul 0

a. Ensure that eaeh major system Fulfills a mission
need. Operates effectively 1In its intended environment.
Dcmcnstratcs a level of performance and reliability that
justifies t¢he allocation of the Nation's |imted rtsourcts
for 1ts acquisition and owner shi p.

h. Depend on, whenever economically btntf icial,
cot-petition between simlar or Cifftring system design
concepts throughoct the entire requiSition process.

C. Ensure approgriate trade-of? among investment costs,
ownership costs, ® chedults, andperformancecharacttrirtics.

¢. Provide strong checks and balances by ensuring
® dequa:c systen test and evaluation. Conduct such tests an
evalustion |ndependent, where practicable, Of developer and
user.

c.  hcconplish system acquisition planring, built on
analysis ©f O gacy mssions, which implies® pp:priatC
resourceallocatzon resulting from elear articulation of
agcncy mission needs.

(No. A-109)
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£, Tailor an acquisition strategy foreach program, as
soon as the agency decides to solicit e |%rnativt syszem
design concepts, that eould lead to tht acguisition of a new
rajor system and refine tht strattgy as tht pregram proccecs
through the acquisition process. Encompass test anc
evaluation crittria and business management considerasticns
i n thestrategy. The ctrattgy coul d tygieally include:
em o2 em=n CONtracting processas an inportant tool in tht
acqui sition progzame Scheduling of tsstntirl elements of
tht acqui sition, process . Demonstraticn, test, and
evaluation crittria » Content of solicitations for proposals
o Decisions onwhom to SOlicit o Methodsfor obtaining and
sustaining eompetition « Guidelines for the evaluation ané
rcctptancc or rejection of proposals e« Coals for design=to-
COSt * methods for prejectirg life cycle costs . Use of data
rights « Use of warranties o Mthods for ® r.a?y:ing and
eval uating eentracter and Covetnntnt risks .« weed “fer
developing contracterinctntiver . Selection of tht typeof
contract btst scittd for each sragt in the acquisition
cocess °* administration of centracts.

9. Meintain a capability to: e Predict, review, assess,
neyotizte and menitor COSIS for syster  development,
enginecsing, design, demonstration, test, procustion,
operatien and suppor:t (i.e., life cycle costs) . Assess
® cquititica  cost, schedule an2 performance experience
agai nst predigtions, and provi dt sush assessments for
eonsideration by t ht agency head atkty decision points .
Makenew assessnents where Si gni fi cant costs, schedule or
ptrfcrnancc variances occur  £gtimete | ift eycle costs
during systen dtsign conc_eFt_ tval ustion and seleetion,full -
scale dtvtlopztnt, facility conversion, andproduction, te
e naurt appropriste trade-offs ameoag investment CO3%S,
ownership costs, schedules; and ptrf ormance « Use
i ndependent  cost estinates, wherse feasible, for eomperison

pucposes.

8. Mznagemens structure.

a. The htad of each agency that acquires mmj or systems
will designate an acquisSition executivelO.. integratzeanc
Unify the managenent process for tht ® gtncp's _mgjor Systtm
O cquisi tiems and tO nMONitor implemenzation Of the policies
ané practices set ferth in thiS gireular.

b. Trach agency that acquiresor IS rtsponsiblt £os
@ ctiViticS leadingto the acguisitionof--major sytttms will

(No. »=209)
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establish clear lines of authority, vczesponsibility, a=é
acesuntadility for managemenst of i t s major  syszem
acquisition PLOgrams.

c. tech agency should preclude management lrvtrir.5 an
placing nonessential reporting precedures and paperwosk
requirements on progrrn maragess and €entIactoss.

4. A program manager will be designated for each Of &k

aqe_ncy'l_ major  Bystem = acquisision  progsams. This
ésighation should {. made when & decision IS madeto
fulfill a mission need by pursui Ng alternative system design
concepts. 1t is essential ehatthe program managerrave an
understanding Of user nerds and eonstraints, famliarity
with develcpmens pzinciples = @ d requisite management skills
and ® xperitneQ. Ideally, management Skills md @  xptfifmct
would include: ¢ Reseazeh and development o Operaticns o
Engineering « Construction e« Testing e« Contracsting °*
Pzototyping and fabrication oo comzlex systems o Producticn

* Business . Budgeting *® Finance. Wwith satisfactocy
re:fo:mncc, the tenuzre o2 the prog-am manacer should be
ong enough t o  provide continuity ané per sona,s

0 Ccouz: Ability.

e. Upon designation, the Program meaager ghould be
given budges guidance and 8 witten ehazter of his
acthority, cresponsibility, end ® ccouxahility fo2
& ccomplishing agpsovedpPr ogr amebjectives.

Z. agency technical managenment ¢ & Governmens
laboratories should be considered <for paztisipation | N
ageneym Ssion anal ysi S, evaluatien oOf alternative systen
design concepss, and support of all developmens, test, and
o vrlurtion o f forts.

§. Agencies are encorraged to wozrk with ezch other to
fcstes technoleogy transfer, Prevent uawarranted duplication
of technological efforts, rtduet system costs, FPromdte
stencardization, and help create and maintain & compeiitive
environnent for an acguisition.

9. Xey decisisms, Technical and program decisions noTmally
will be made st the level o f t h e agency gomponens orc

eperating aetivity. However, the following four key
%ecasion points should be retained and made by the agency
erd:

(Ne. A 109)
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a. ldentification and definitior of a specific mission
need to be fulfilled, tre relative priericy assigned within
the agenecy, and thegerneralmagnitude Of resources that nay
be invested.

b. Sel ection of competitive system design concepts to
be advanced to a test/demonstration phase or authorization

t 0 proceed witk the Ccvclopmcnt Of a noncompetitive (single
concept) system.

~ €. Commitmentof a systemtofull-scal e developmentand
lrmtcd production.

d. Commitment of a System gofuil production.

+0. Determnation ef nm ssion_needs.

8. Determnation of misgien need should be based ez an
analysis of an agency's mission reconciled Vith ovesall
capabi i%“ )Pn orities and resources. when analysis of aa
[ IRE0) v OXeXOE  shows that a need for a new major systenm
exists, such a need should not bedefined in equi pnent
terms, but should be defined interns of the missien,
parpose, capability, 0 gency ecomponents Involved, schedule
2@ cost objectaives, and cperating constraints. A M SSioON
reed may result froma deficierey 4n existing agency
capabil1ties or the decision to estabiish new capabi |l rtiics
in respanse to a czecnnoicgically feasi bl e opportunity.
Missior needs are indcpendént Oof any particular system or
technological solution.

b. Where an ® (ency has more than one component
involved, the agency will assign the roles and
zesponsibilities Of each comporent at the time of the $irse
xevy gecision. The agency may permit two O more agency
compcrents to SPONSOr eompetitive system desi gn concepts in
oréder to foster innovation and competition.

C. Agencies rhould, as required to satisfy m SSion
ressonsibilities, contribute to the teechnolegy base,
effectively utilizing bsth theprivate sector and Goverament
sazoratories ant in-Nouse technical centers, by eonducting,
supporting , Or Sporsorang: .« Research o fyStCm desien
concept studics o DProof of concert work Expl oratory
subsyster development o Tests and evaluations. Applied
technolosy effor:s oriented to system devel opnents shouléd be
performed in resporse to approved mission needs.

(No. A-109)
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11. Alternative svstems,

a. Alternative system design conctpts Will bt exglozed
within thtcontext ofthe ® (gtNCYy S niSSion needandprogram
objectives-=with enphasis on generatiag ianovazion an
conct ptur| conpttition from industsy . Benefizs (0 bt
dcrivtd shoul d bt optimized by cempetitive explorazisa of
alternative S%/sttm design concepts, and trade-effs O f
capabilisy, schidulr, andesst. Care +x0402 be ® xtrcised
during tht iaitial sttps Of the acgquisizion process ags to
confozrm NI SSI ON needs or program objectives t O any known
systtns or products that i ght fereclese considerazion of
® [tt:nttZvts.

b. Alternative systtm desien conctpts will he sgoiizited
from A broad base Of qualified' firms. | N ordes t o0 achieve
tht most priftrrtd system solitiea, enphasis will be placed
on innovation and eempetition. To this end, participation
of gmaller and newes businesses should {N @ zcou:agtC
Concepts W || bt primarily solicited ¢zem private industry:
ané when beneficial to tht Geverameas, foreign technolegy,
and equl pnent may be considered.

¢. Federal | aboratories, fedezally fundeZ reseazch and
development centers, education8l institutions, andether
not-for-profit organizazions may- also be considered as
sources f OI competitive syswen design concepts. Ideas,
concepts, or technol ogy, devel optd bv . Goverament
laboratories or at Government ® xmnse8 MRy he made available
to private 4industsy throuch the procuremens process Of
throughot her @ staSlishtd procedures. Industry proposals
may bt made en the basis of these 4{deas, concepss, @ d
technology or on the basis of feasible® Ittraativts which
the proposer considers superior.

d. Rtstarch and development efforts should empaasize
early corpetitive @ xplozationof ® Itetnatives, asrelatively
inexpens ivt insurance against premature O r preosdained
choice of a systtm that mayprove t0 be ® ithtr more eestly
or less effective.

e. Pequests for alternative system design conceps
PTopesals will explain the MIission ntcd, schedule, €98%,
Lapatility objectives, and operating constraines. FEach

Oileror  Wwill 'he free to proposehi s own technical approacs,
main design features, subsystens. apd @ Ilttrnativis %o
schedule, cost, and capahility goals. |Nn tht conceptual anc

(No. A=10%9)
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lest than full-scale devel opment stages, contractors shoulé
notbe rcsttittcd bydetailed Govtrnnent specifications and

standards.

f. Selections from conpeting system design corcept
propesals will he baseder a review by at_egr\o experss,
ee

preferably fremi nsi de andoutside ther eSponsi orponent
develogmesnt Organi zation.  Such e omexme W |1 consider: (1)
Proposed systen functionsl and performance capabi |l i aties to

meet mission needs and program Obj ectives, including
resources required and benefits to be derived by trade-offs,
where feasible,  among technical perfcrmance,” ® cqGisitio3
costs, ownership costs, tfme to develop anéd procure; and (2)
The relevaat acconplishnment record of ecompetitors.

g¢. During the ynceztaia perfcd of ideatifying and
exploring alternative system deSi gn concepss, contrasts
covering relatively short” eime periods a planned dollar
levels ‘Wil be” used. Timely technical  reviews oOf
alternative system desi gn conceptsvwill be made t o effect
the orderly ® |in.inatfon of thoseleastattraczive.

h., Contractors shoul d be previded vith ope“qtfionll ttsf
conditions, msSSion performance eciteria, and [ife cycle
cost factors that will be wusedd by the agen I N the
evalustion and selection of the system(s) for ?uﬁ’- scrie
develeoprant andpr oducti on.

. 4., The participatirng contractors should be provided
With relevant operational andsupport experie=ce saizough the
progran manager, as necessary, in developing perfsrmance and
other requirements foreach ® |ttrnative systen cesign
concept as tests and trade-offs are made.

3. Development of subsysttnt that are intended to be
included Iin a mejor system ® eqtzisition program will be
restricted to | ess than ?ul |y dtsigntd hardwaze (full-scale
devel opment ) until thesubsystemis identified asa partct
a System candidate for full-sCal e devtlopncnt. Exceptions
may be authorized by tht agency headi f thtsubsysttrr.s are
long | ead time items that fu¥f| [l a recognized” gtncric need
orif they have a high pottntial for eommsn use among
several existing or future systems.

(N0 h-109)
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12. pemonstrations.

a. Advancement to a competitive test/demenstrazicn
phase nay be tpprovtd when the agency's missicn need and
progras objectives aze reaffirmed and whea o OMORSE)H
systemdesignconcepts are selected.

b. Major system aC%UI Sition programs will be structured
and resources piznned to demonstrate and evaluate competing
alternative SYyStem designconcepts thachavebee:, selec:ed.
Exceptions may be agushorized by the agency head if
demonstzationi s notfeasi bl e.

€. Development of a gingle system design csncept ghas

has n 0 t been competitively selected shouléd b e cersiceres
only if duszifieé by hi“’" such 33 ureency of need, of by

the phnys,| cal and financial iTnpracticality of" demeassratiag
o [te:ndtives. Proceeding wath the develcyment of .3
noncenpetitive (singie concept) system may be avshsrised by

the tqincy head, Strong agency progrem management and
techni cal” direezion sShoul d deused f Or systems sthas have

been neither competizively sSel ected nor demonstzated.

13. _Pullegeple covelopment and preducticn.

8. Fullescale development, including limited
production, MmMay be approved when the agency's missicn neel
and progzam Obj eetiver ace :n!!imeg and competitive
denmonstration results verify that the chosen systendesign
concept(s) | S sound.

b. Full production nay be appzeved Vhin the sgency's
mission need arnd program objectives art resffizmed and when
systtn performance has been satisfactorily testel,
independent of the agency <develorment and  user
orcanizations, and evaluated in an tnviroantnt that e ge=m.
denmonstration in expecied operational conditions.
Exceptions to independent testing nay be authorized by the
tqtncy  head under such circumstances as physical ez
financial inpracticability orextcemsusgency.

€. Sel ection of e gystem(s) and contrassor(s) for full-
scale development and production IS to be made on the >asis
of (1) syszem performance measured against gurcent mission
need and progrsam objectives, (2) an evaluation of estimates
acquisizion and ownership ecsts, and(3) Such £faczcss as

‘“O- 3'199)
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contractor (8 )} demonstrated  management, financial, ane
technical capa®iiities tO meet program obj ecti ves.

d. The pregzam manager will nonitor system tests and

contractor progress in fulfrlling system perfornance, ecosz,
and Schedule c¢ommi tments. Significant actual 0: ferecast
variances W Il be brought tO theottcnticn of the

® pptogriatc managementauthority forecorrectiveaction.

14. _Budcetirc and_financine. Begi nning wieth FY 1979 all
agencies w.il, as part of _t%e budget process, present
budgets 1 n terms Of agency M SSI ONS In consonance wish
Section 20! (i) of the Pudget and Accountina Acs, 1921, as
added by Sectien 601 of the Congressional Bsudge: 3ot of
1974, and IinNn accordance with ov3 G rcular A-11. In so
doing, the agencies are desired to separately icdenti?
research and ©evelopment funding for: (1) The genezal
technology base in support of #2321 8 “cenecy's oeverall ni ssions,
(2) The specific development effort?; in  supgort cf
alternative system design concepts to @ ¢ccoqlish each
M SSi 0N  need, and (3) Full-scale developments. EAcCh agency
should ~ ensure that research and "development (S not
undesirably duplicatec across i tS missions.

15. Informetion to Concress.
8. Procedures for this purpose will be devel oped in

Conjunction vith the 0ffice Of Managemeat and Budget and the
var iou s commi ttecs of  Congress _having ~oversight

res_}:cnsibility for agency acti vitl es. Beginning vith ry
1979 budges each agency wll inform Congress in the normal
budeet process about agency m Ssi ons, capabilities,
defi ci enci es, and needs and Objectives relazed t O

®  tquisitio3 programs, in consonance W th Seczion 601(i) eof
the Congressi onal Budget Act of 1974,

b. Diseclosure of the basis for an agency decisient O
proceed vith 8 single system design concept without
competitive selection and demonstration will be made t® the
congrcssional authorization and appropriation committees.

€. Imslementation. M)} agencies will work glesely vith «te

O fice of Management and Budget 1IN resolving al.
irplementatien problent.

17. Submissions to Office__of Manacement and  Budeet.
hgencres will sub@it the following [0 OrS:

(Ne. A-109)
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8. Policy @&ireztives, regulations, rnd guiégling! as
they ate issued.

b. wiehin six months after the date o this Cirsules, a
tint-phased aetion plan for pmeeting the seguiserents ol wni
Cfr eulaz.

. Periodicall the agency  approved  excepsicns
pemgr.:ed undes t.'uy 'provisions of this Cizcular.

This {nformation will be used by the OMEB, in icdert
rajor system acguisitien tcends and ia nd
implementations of this policy.

. Incuiries. All gquestions Oz inguiries shou[d be
:?a tssez  te the o:‘:'.=.,q ,\é.-nini;g:agpz for Federal_?:oc.-:e:-..e::.
Policy. <Telephone numder, area ceoce, 202-355-4€77,

.~ }
~1;:Z§£;7</227255222?4:-...

BUGH E. wITT
ADNIMISTRAATOR FOR
FEDZXAL PROCUREMINT POLICY

Loproved:
A/‘
4 p -

7w ) )
/ JaMES T. LVIN
¥ DIAZSTOR
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